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ABSTRACT 

This learning module on organizing and working with a 
local advisory council is one of six competency-based modules 
designed fot ho€h preservice and inservice education of vocational 
education administrators. It provides a step-by-step approach to 
organizing a local advi:^ory council, including gaining board of 
education approval and developing and writing a statement of purpose 
and charter; also discussed are planning meeting agendas and 

'developing by-laws. Provided are four self-paced learning activities, 
including performance objectives, information sheets (sample forms 

-and student self-checks with model answers provided). The fourth 
learning activity (to be performed in an actual setting) is designed 
to be assessed by a qualified resource person. A performance 
assessment form for this final activity is provided. Also contained 
in this aodule is a list of resources (materials, people) needed for 
the activities and a list of defined terms used in the module- This 
module is basically self-contained, but it is recommended that a 
Qualified resource person guide, assist, and evaluate the learner's 
progress- (A final report of the project that developed these modules 
is available in two documents— CE 016 505-506. A guide on use dt the 
modules is available as CE 016 507-) (JH) ^ 
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FOREWORD 



The need for atrou^ and rompetont administrators of vocatiinal education 
has long been recognized. The rapid expansion of vocational education pro- 
grama and increaaed student enrollments have resulted in a need for increasing 
numbers of trained vocational administrators at both the secondary and post- 
secondary level. Preaervice and inservice administrators need to be well 
prepared for the complex and unique skills required to successfully direct 
vocational programs. 

The effective training of local administrators has been hampered by the 
limited knowledge of the coitipetencies needed by local administrators and by 
the limited availability of competency-based materials for the preparation of 
vocational administrators. In response to this pressing need, the Occupa- 
tional and Adult Education Branch of the U.S. Office of Education, under 
provisions of Part C — Research' of the Vocational Education Amendments of 1968, 
fund-^iJ. The Center for a scope of work entitled ^'Development of Competency- 
Bast d instructional Materials for Local Admi n f .;r.rators of Vocational Educa- 
tion/' 

The project had two major objectives as llows: 

•To conduct research to identify and nationally verify the competen- 
cies conaldered important Co local administrators of vocational 
educat ion . 

•To develop and field test a series cf prototypic competency-based 
instructional packages and > user's guide. 

The identification of competencies was based upon input from a select 
group of experienced vocational administrators participating in a DACUM 
(Developing A Curriculum) workshop and the results of an extensive and compre- 
he^nsive lite7ature search and review. The merger of the DACUM and literature 
review task statements resulted in a list of 191 task statements that described 
all known functions and responsibilities of secondary and post-secondary 
vocational administrators. These task statements were submitted by question- 
naire to a select national group of 130 experienced secondary and post-secondary 
administrators of vocational education for verification. Ninety-two percent 
(92%) of these admlniilf ratora responded to the verification questionnaire and 
indicated that 166 of^he 191 statements were competencies important (median 
score of 3.0 or higher) to the job of vocational administrator. For additional 
information, about the procedures used to establish the research base upon 
which this and other modules in the series were developed, see The Identifica- 
tion and National Verification of Competencies Important to Secondary and 
Post-secondary Administrators of Vocational Education , available from The 
Center for Vocational Education. 

High priority competencies were identifed and six prototypic modules and 
a user's guide were developed, field tested, and revised. The materials are 
organized in modular form for use by both preservicc and inservice vocational 
administrators. Each module includes performance objectives, information 
sheets, learning activities, and feedback devices to help the module user 
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(learner) acquire the specified competenc'y- While the iriodules are basically 
self-cont^lned» Requiring few outside resonrcefl^ they are not entirely self- 
instructional • A qualified reaource person (Instif^uctor) Is required to guide* 
assist 9 and evaluate the learner's progress. 

'"Me titles of the modules, whlcli reflect the competencies covered are: 

• Organlze^and Work With a Local Vocational Education Advisory Council 

• Supervise Vocational Education Personnel 
•Appraise the Personnel Development Needs of Teachers 

^ Establish a Student Placement Service and Coordinate Follow-up 
Studies 

• Develop Local Plans for Vocat tonal Education: Part I 

• Develop Loc«tI Plans for Vocational Education; Part II 

For more informcitlon on the development and field testing procedures 
used, see The Development of Competency-Based Instructional Materials for th e 
Preparation of Local Admin ist rators of Secondary and Post-Secondary Vocational 
Education ^ For more informat Ion about the nature and use of the modules, see 
the Guide to Usina Competeney-H a sed Vocational Educa ti on Administrator Ma terials 
Both of these documents are nvnilable from The Center. 
\^ 

Several persons contributed to the development of this modi^le on the 
organization and use of a lo^.al vocational education advisory council. Spe- 
cial recognition goes to Kristy L. Ross, T>rograni Assistant, for her extensive 
review of the literature on advisory councils and committees, and for her 
writing and editing of th'e manuscript* 

Thanks are also due Glen E, Fardig, Research Specialist, for his sugges- 
tions and critique of the manuscript; and to i^<nest Rush, Director of 
Vocational-Technical Education, Little Rock, Arkansas for his review of the 
manuscript and suggestions for its improvement. Credit for their contribu- 
tions also goes to Robert E. Norton, Project Director, for his overall guid- 
ance and final content review of the manuscript; and to James B. Hamilton, 
Professional Development in Vocational Education Program Director, for his 
guidance and administrative iisststan^^e. 

Finally appreciation is also extended to Russ Gardner, Kent State Univer- 
sity; Aaron J. Miller, Ohio State University; Don McNelly, University of 
* Tennessee; and Charles Parker, Utah State Umivcrslty; ,who served as field site 
coordinators for the field tescing; and to the local administrators of voca- 
tional education who used the modules and provided valuable feedback and 
suggestions for their improvements 



Robert E. Taylor 
Executive Director 

The Center for Vocational Education 
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INTRODUCTION 



Successful pro(]LMms of vocational education accurately 
reflect tho occupational environment of the community in which 
thoy are located. Relevant and up to date vocational programs do 
not just happen, thoy are the result of careful planning and con- 
sideration of tho community's employment needs and the students 
occupa t i-onal interests. Close cooperation between school admin- 
istrators and members of the coinmun-ity is essential. The effec- 
tive use of a local vocatlontil education advisory C9uncil is an 
exc 'llent means of providing for the effective and meaningful 
inv. Ivement of community leaders and representatives. 

A local vocational education advisory council should be 
viewed as a low cost but highly* valuable community resource. 
With proper admin i ra tivt^ guidance, a local advisoi'y council can 
offer sound advict^ ttiat will help pave the way tor more effective 
vocat ional e due at i on proqrams . 

-Many advisory coui^ciis are living up to the expectations of 
those forming thorn. Any council can fulfill its potential if the 
administrator carefully plans, organizes, and wcrks with the 
council. ^ 

The existence of many effective state and local advisory 
councils, as well as the National Advisory Council for Vocational- 
Education, provides ample evidence of what a council can accom- > 
plish. The organization and maintenance of an effective advisory 
council, however, rec^uires considerable skill and knowledge of 

the procedures used to form and work with advisory councils, 
»* 

This module focuses on the type of advisory council that is 
concerned with the overall program of vocational education at the 
secondary or pos t^secondary level. A clear distinction is made 
between the craft or occupational advisory committee which nor- 
mally works with the vocational teacher(s) of a single vocational 
program area, and the lo cal vocational education advisory coun cil 
(or general advisory committee) which works with and relates 
directly to thc^ vocational administrator. 

As a school administrator interested in forming and working 
with a local vocat iorial education advisory ce)uncil, your role i^ 
guiding the council may be critical to its successful operation. 
This module is designed to help y<^\x organize and maintain an 
effective local vocational education advisory council. 



Module Structure and Use 



This module contains an Introdtict Ion ant! Idur Hequent la 1 loarning^cxperlenroH, 
Overviews » which iirecedc each learning experience, contain the objective for 
that experience and a brief denrrfpt^on oT what the leamlnj^'experlence 
Involves. ' , ^ 

Objective^ Terminal Objective: While working In an actual administrative 
situation, organize, and work with a local vocational e^ducStion 
advisory courcll. Your pcrlormance will be a«.sivHsed by your 
resource' person using the ''Administrator Performance AsBessment 
Form/' pp. 75-78 (U}arninq Exporiouco IV). 



Enabling Objectives : 

vl. After completing the required reading, demonstrate knowledge 
of the prutedures for organizing a focal vocational education 
advisory c'ounc i 1 (rxMirning Experience I). 

2. After completing the required reading, demonstrate knowledge 
of the procedures to follow when working with a local voca- 
tional tducaticni advisorv council (Learning Experience TT). 

3. Given case situations of administrators organizing and 
working with local voca t i onal educa t ion ^advisory councils, 
critique the performances of those administrators (Learning • 
Experience III), 

fl6SOUrC6S A list of the outside resources which supplement those contained 
within the modules follows. Check with your resource person 
(1) to determine the availability and the location of these 
resources, (2) to locate additional references "sped fic to your 
situation, and (3) to get assistance in setting up activities 
with peers or observations of ski-lled administrators. 

Learning Kxperience i 
Opt ional 



Reference: Haml In, Herbert M. Citizen Participation in 
Local Policy M a king for Public Cducajiio n, Urbana, IL; 
University of Illinois College of Fiducation, 1960. 

Re fe renae : Am e r i c a n Vo ca t i on a 1 A s o c 1 a t i on . T he Advi - 
sory Committee and Vocational Education . Washington DC: 
Amer icriTi Vocat ional Assoc iat ion\ 1969. 
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m Fiotoi'tnict}: RUnuleau, Albert J. Adv lHory Committees for 
Occiipat lonal Ediicatlon: A Ouldo to Organization and Opera - 
Vloja. NlWYork, NY: McGraw HI 11 Book Comp'^iny, 1977. 

• A S{'hna.l €i(iministr<^tor knovledficablo about procedures 
followed In t)rganlzln^ a general vocational education 
advlHory commlttoe with whoni you can consult. . \ 

Learning Rxperlence II 

Opt iona 1 

• l^otcronuo: Hamlin^ Her\iert M. Cltl2;en Participation in • 
Local Policy Maktnfe for Public Education . Urbana, XL: • 

^ ' Unslverslty of Illinois College of Educat:^, 1960. 

• A group at poer.s with whom you can discuss methods of 
Invo Ivlnj^ and .supporting advisory counc 11 members . 

o 

,a • A school cidministrwitor and/or the chairperson of a local 

voca tlona 1 edMca t f on advisory counc 11 with whom you can 
4ISCUS.S procediireH to follow when working with an advisory 
counc 11. 

• A mcyotinq ot a ^.eneral vocational education advisory 
council that you can attend. 

Learning KxporltMice III - ' 

V No outside reHource.s 

\ Learning Experience TV - ' 

Requirc-d 

• An .actual dtlmini strative^ situation in which you can orga- 
nize anti Work with n local vocational educ^'itlon advisory 
counc 11, ^ 

• A rei^ource person, to assess youj?. competency in organizing 
and working with a local vocational education advisory^ 
counc 11. 

SslOCtOd TstrnS Administrator — refers to a member of the secondary or post- 
secondary admlnistra t I ve team. This generic term, except where 
sped f ically des Ignated otherwise , refers to the community col- 
lege president, vice-president, dean, director; or to the 
secondary school principal, director, superintendent. 
1 

Board — refers to the secondary or post-secondary educational 
'0 governing body. Except where otherwise specified, the term 

'*'board'' is used to refer to a board of education and/or a board 
o 6 ' t rustees * 
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Resource Person — refers to the proFesHionnl educat^or yhb ^1b 
/ directly ^responsible for gulcllng and helping you plaii and carry 

" out your prVifesslonal *dovejoproent program/ 

.* , ^ . 

School . — refers to a seconda/^y or post-secondary educational 
agency. Except where otherwise specified, this generic term is 
used to relTcr synonomously to secondary schools, secondary 
vocational school*?,, area vocajtlonnl schools, comniunlty colleges, 
^ post-secondary vociftlonat and technical schools, and tr»de 
schools. ' ' 

User's Guid6 For Information which Is common to all' modules, such as pro^c- 
duretr for module use, organization of modules, and definitions 
of tcrms» you should refer to the following supporting document. 



\ 



Guide to Uslsg -Competency-Baaed Vocational Education Admin - 
S i^trator Ma terla^ls, Columbu«,' OH: The Center for Vpcfatlonf 
Education^, The Ohio State Unlversl Lyr^ 1 977. - 



\ 



\ 



This module addresses task statement numbers 109 and 110 from Robert E. Norton, 
et al . , The Identification and National Verification of Competencies Important 
to Secondary and Post-Secondary Administrators of VocatloAal Education . 
(Columbus,* OK:. The Center for Vocational Education, The' Ohio State University, 
1977). ^ The 166 task statements in this document which were verified as Impor- 
tant, form the research base f(4r The Center's competency-based administrator 
module development. 



tearnih'g Experience I 



'0 * 




OVERVIEW 



IM )W 1 1 'th |t ' ot th(' ; ) i.r M '( ^'i 111 n I or cu:q t.ui i Z inct ^ 1 c)t%yi 
ViK\)t lonal t'(iu(vil it)h .Milvii'.ory coiiiu'll. 



Ac:tuv»lv 




•You will' 111- i."iM(iitii| till' intotiuil lull f;lii>''L, "nrij.i'-^ 
iii/.pu) ,1 l.oi-.il V'lu-.it i un.'i 1. F'.ci Li( M 1 )ii Aclvi:u)t-y Ccniii- 



^ Ac li'it V ^ 



Ycni may wi.sli lu nMcl t I u • .supp 1 c;nn mi i.a I'V rc» r*^^r.(Mu;os , 
llriin 1 1 n , ij i /.fii I'a rt i pat, ion i u I. oc a]- I vi'l i r.y 
Makinq f<Vr~ lUib] 1 j;cU.u:a t i on pp. 3-^J6.; Ainoricaa 
Vcu'Vit Tona l aVs^x: rat- iou., MMk^ Adv i sor;^* Comm i c.m" and 
V(U'a t- I ona [_ I'aI^ucm i_()n , pp. ^)-4f); and/or Iv i « Mi.d* mu , 
Adv/iKorj^ L'oii\ni tau^s t'(^!- c)c;c:iip<i i c:)nal Mcui f ^ \ t ir^a: 
A*(^ndt^ to 'Ortjaji i. /at i on and C)p(M ^at i on . 



A • I I u I ! V 



Voa may wi:5)i to inloi-viow a v^ooai i 
( ,n ii t f'M" to d-'tMiiniiio wlial proot'dnr 
Aiiiuity o i*« f a n 1 /. M iq a Icu-.il vo<Mt'ional or]-; 

oout u • 1 I . 



M i i adj: 



fn 1 ' 

idv 1 sc>rv 
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You vv' i I I i^vjlual intf yom^ roiupdiMiry byvroin- 

p.^i'iiuj y<:>iii' i-<MnphM»Hi " S( ^ I (: ^Ch» ^^k " with l\v/ "Mo<lrl 
An swi ' r .'•>," pi ) . M - i 4 . ' ;V 
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Activity 



For L n fo rma L 1 c^n or^ the* raLioi*alc? I'or, benefits and 
functions of, and steps in organizing a local voca- 
tional advisory council, read thf^ following informa- 
tion sheet . 



ORGANIZING A LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL 



Why Have a Couticil 

A sound vocational program must meet and serve the needs of 
the surrounding community. In order to meet these needs, the 
prog'ram should be developed and maintained using input from edu- 
cators and members of n'^e community which that program ser"ves. 
Effective use of a local vocational advisory council which is 
comprised of * concerned and interested community leaders can pro-, 
vide the school with a metliod of gaining\this valuable community 
input- Such a c7ouncil works with school a^dmin i s trat ors and 
offers advice to the school board to help improve the overall 
vocational program. 

The two-way understanding and communication that can be pro- 
vided by effective use of an advisory council is vital if the 
vocational program is to be relevant and supported by the commu- 
nity. The school must know the needs and wants of the community; 
the community should know what the school is doing and has the 
potential for doing. This communication can provide the school 
with the means of (1) coordinating school programs with education 
and training programs offered by employers, other public agencies, 
and schools; (2) "selling" vocational education to business and 
industry leaders, the school board, the community, and local and 
state legislators; and (3) detcririining what jobs are available 
and how students can best be trained for them. 



Org ani ;:at i on a 1 S t ructure 

The loca vocational advisory council s^lould.bc a major 
communications link Iji^tweon the school and the community. A 
school admin is trd^ tor , sucli as t lie superintendent or director of 
-vocatioaal ed"ucatic3n, usually acts as a liaison officer between 
tne'"vccat icnal advisory council and the b'oa rd . This person 
serves as a representative to transmit' and explain' recommendations 
made by members of the advisory council to the^'^-board . 

The vocat iona 1 advi sory courici 1 should also represent the 
interests of the various occupational service area advisory 

committees:* These advisory comn^ij^tucs^^usually serve one particu- 
lar service or occupational arta" v^nd work with department super- 
visors or teachers. Representatives of these smaller committees 
should serve' on the general council in order to facilitate joint 



action. This system unites eafrh of the specialty areas and., 
allows for a general representation to the school board. Sc*e 
Figure 1 for a diagram of an organizational chart for a secondary 
vocational school v/hich illustratc^s the council's relationship to 
the board of education and to the occupational advisory committees 



Functions 

The members of a vocational advisory council he Ip the school 
to determine objectives and procedures that affect the vocational 
program. Council members provide adv i ce only; they havc^ no admin- 
istrative or legislative authority. The school board and members 
of the school administration must decide whether they wish to act 
upon the advice of the advisory council. Examples of somt? proce-- 
dures which actually have been recommended by advisory councils 
and adapted by school boards are given in Sample 1. 

Many educators and researchers have conducted studies to 
identify the most apf^ropriate functions and activi ties of local 
vocational advisory councils. These functions can be grouped 
into three broad catcgcries. 

• Help develop' and evaluate the vocational program. 

• Help promote and publicize the vocational program. 

• Coordinate and support the work of occupational advisory 
commi ttees . 

Some of the many specific activities in which vocational 
education advisory councils participate while carrying out each 
of these functions arh described below. 

Specific activities which vocational advisory councils can 
engage in to help develop and evaluate the tot-al vocational 
program are as follows. 

• /.ssist in determining manpower needs and employment opp(^R- 
tunities for which vocational training should be providc^n. 

• Help establisn new vocational programs as needed. 

• Assist in making cost studies for specialized programs and 
courses . 

• Assist in the preparation and review of budget requests for 
classroom and lab equipment and . s.uppl ies . 

• Conduct survey s and help c^stablish student^ proficiency 
standards . 

• Assist in the de vr- lopm( *n t of programs for the di sadvantacK^d 
and hand i c.ip|)< . 
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FIGURE 1 / , 

TYPICAL ORGANIZATIONAL CHART FOR SECONDARY VOCATIONAL PRCjfiRAM 
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, ./> SAMPLE 1 

PROCEDURES RECOMMENDED BY ADVISORY COUNCILS 

AND ADOPTED BY SCHOOL BOARDS^ 

No one shall be permitted to work in the shop except 
during designated class periods, or whOn faculty advisors 
are present . 

2. All students will be expected to appropriately dress for 
field trips, or they will bo banned from these activi- 
ties. 



3. When going on long educationa 1 trips with students--in 
excess of miles, the school will furnish bus trans- 
portation at nc cost to the group.., 

4, Commercial concerns will not be permitted to exploit 
class time--their mission must be educational. 



5, All soil, milk, seed testing, and other similar services 
shall not exceed the amount necessary for educational 
purposes, and fixed fees shall be charged to cover cost 
of solutions and consumable supplies/ 

6. Mo smoking shall be permitted in the classroomr labora- 
tory, or office- 

1. All class work iXiissed by a student because of field trips 
or conventions must be made up within two days of the 
absence or the student will be barred from further par- 
ticipation in such activities, 

8. All publicity pertaining to. the department is the respon- 
sibility of the teacher, and all news releases must be 
approved by the administration. 




^Adapted from Lloyd J. Phillips and others, C RU System; A Manual 
for Community Resources Ut i'lizat ion . (Urbana , TL : Illinois 
University, Department of Vocational and Tcchni ca 1 Educat ion ) , 
Appendix 2 . 11 , . 0 96 • * 
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• Assist in the dovoiopment of continuing education programs 
for adults, 

• Help plan a student placement program. 

• Arrange meetings to establish cooperative relationships 
between the school and industry. 

• Assist in equipment and supply selection and acquisition, 

• Assist in the preparation and evaluation of one and five 
year plans . 

•Help review, evaluate, and update existing occupational 
programs . • 

• Assist in the review of courses of study. 

• Help evaluate school physical facilities, adequacy of equip- 
ment, and lab layout. 

•Help identify community resource persons who can assist with 
instruction, facilities planning, etc. 

Specific activities which vocational advisory councils can 
engage in to help promote and publicize the vocational program 
are as follows. 

• Provide speakers at trade and civic groups, school banquets, 
and assembly programs. 

• Provide news releases (with administrative approval) on the 
vocational program, outstanding students, teachers, etc. 

• "Sell" vocational education to friends, clubs, and business 
assoc rates . 

• Advise employees and employers of school programs (i.e., 
posting notices on bulletin boards, placing articles in com- 
pany publ icat ioiis , placing enclosures in pay checks) , 

• Participate in radio and television programs designed to 
educate the public about vocational education,. 

• Attend and participate in educational workshops and con- 
ferences re lati ng to vocat ional education . 

• Encourage employers to invite students, administrators, and 
teachers, to visit their businesses and industries. 

• Support vocational education 1 egislation ' and bond issues. 




Advisory councils should ^-o ordLnate and support the work of 
the occupational or sorvico afoa co mmittees . Kxamples of activi- 
ties directed towards this function include the following. 

• Receive and react, when appropriate, to advisory committee 
recommendo tions portaininci to specific service or occupa- 
tional area*;. 

• Receive the minutes of the service or occupational area 
advisory committees. 

• Provide effective linkage and two-way communication between 
the occupational advisory committees and the administration 
and school board. 

"v. 

• Represent the comiiiunity's total vocational program needs as 
/rontrastcd with the advisory committees primary concc^rn for 
smqle occuf:>a t Lonal areas. 



Organizing an Advisory Council 

The plans for the formation of a vocational advisory council 
are usually initiated by the vocational school administrator. As 
a school administrator, you should' be aware of the need for, and 
the benefits to be derived from, an advisory council. The impor- 
tance of these councils has been highlighted by recent federal 
acts. 

•«» . 

The Vocation.^1 Education Amendments Act of 1968 created a 
National Advisory Counci] on Vocat.ional Education. This Council 
advises the Commissioner of Education and submits written reports 
annually to Congress. Thc^ amendments also stipulate that each 
state receiving fe ral funds under the Act must establish a 
state advisory council on vocational education. 

<^The Vocational Amendments of 1976 stress even more the 
importance of advis' y councils. They state that each school 
district requesting funds for vocational education must establish 
a local advisory council 

. . . t© provide advice on current job needs and on the 

relevancy of courses being offered... in meeting such 

needs. . ■ * 

The 1976 amendments further state that 

...such local advisory councils may b^^ (established for 
program areas, schools, communities, or regions, which-- 
ever the recipient (the school district) determines 
b'^'.^t to n'eet the needs of that recipic^nt. 
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As a school administrator you will probably have major 
responsibility for organizing the local advisory council. The 
effectiveness of that council is largely going to be determined 
by carefully planned and implemented organizational procedures. 
The following series of tested prooedures have been identified to 
help you with your organizational efforts. You may, however, 
need to modify these procedures somewhat based upon the situation 
in your own school and community. 

Assessing the Present Situation ^ 

Before you begin to plan for the formation of a voc^ational 
advisory council, you should arrange to speak with top school 
administr/itive personnel. It is important that you. inform them 
of your plans and that you receive their support and approval. 
They will also be able to help you determine the correct proce- 
dures to follow when submitting your request to the board. 

These administrators can probably inform you about whether 
a vocational advisory council has ever existed at your school* A 
search of the vocational department's files should also be made 
to determine whether any records or mi-nutes of an advisory 
council exist. Sometimes councils that were not organized and 
operated profi'erly just fade into non-existence. You must be 
aware of this before you continue with your plans. If there has 
been one- at your school, you should find out how it was organized 
and what it accomplished. This information will help you iden- 
tify possible deficiencies in the way the original council was 
organized, and will help you to strengthen your advisory council. 

If a council was formed at your school and is currently 
inactive, you may take steps to revive it. You may also seek to 
hav^ it dissolved and then begin to form a new council. Whatever 
you choose to do, be sure you follow procedures acceptable to 
your, school administrat "'.on and board. Caution: If you choose to 
dissolve an inactive advisory council, be certain that all members 
of this council are notified before you form a new council. ~^ . 

You are now ready to begin to organize your vocational advi- 
sory council. You will find the procedures needed to properly 
organize a new or previously dormant council will be basically 
the same. 

Board Approval • . . ' ^ •.. . 

t .... A ^ 

The school board has the responsibility for authorizing the 
organization of an advisory council. You will need to work 
through administrative channels to present board members with a 
framework for your proposed advisory council before you will gain 
th^iir approval. The administration and board members will want 
to know why a vocational advisory council needs to be established 
for your school/ how the council will be organized, and how it 
will operate. In order to answer these questions, you will need 



13 2o 



EKLC 



to prepare a statement of purposc^s for forminq the council and a 
charter that idoni fios tho prf^poscd coun^^-il orcjan i za 1 1 ona L struc- 
ture. 

At this point, you might wish Lo seek administrative af^provaL 
to form an ad hoc committee to help you prepare tho statement of 
purposes and the charter. A committee of this type may bo urya-- 
nized to accorap/lish a specific purpose and you may dissolve it 
when the two documents have been prepared. The members of this 
conrmittee might include a chief school administrator, a community 
leader, a member of an advisory cominittee in another school sys- 
tem, a teacher, and a member of your statc^ advisory council. 

When the statement of [)urposes and the charter have been 
drafted, you should submit a written request through the adminis^ 
tration to the school bcKird aiiki nq for authorization to organize 
the? vocational advise^ry council. This letter may be co-signed by 
a chief administrator and delivc^red to the board* 

S tatement of P u rpos es . --The statement of purposes documents 
the nted for the vocational advisory council. ' It also establishes 
the boundaries within which the advisory council is authorized to 
work. It should be relatively short and simple since detail^: 
will be presented in tho charter. 

This statement is very important and you should be certain^ 
that it is written in a professional manner. Once approved by 
the board, it may be considered as the formal board authorization 
to proceed with formation of a council; 

The statement of purposes should answer the broad concerns 
of the board. Members of the board will want to know what action 
they are being asked to take, and how this action may affect the 
board and the school district. 

The board is legally responsible for the operation of the 
school district aad has final decision-making authority. Board! 
members will want'^to be assured that this advisory counci 1 will 
not be encroaching upon the board's authority, while still, being 
of benefit to the school and community. If the board is reassured^ 
on these points, thc^y will usually authorize council establishment 
and pledge their support. .However, most boards will wish to 
reserve their right to terminate the advisory council at any time. 

Your statement of pu? poses should contain: 

• • name of th(^ grojp authorizing the formation of the 
advisory council 

• proposc:'d purpos{}s for forming the advisory council 

•'proposed functions of the advisory council 

M * 



An example of a statement of purposes for a secondary voca- 
tional school is given in Sample 2. 

Charter , --This document is considered the set of rules that 
governs the organization and operation of the vocational advisory 
council. It will guide the advisory council for many years and 
help ensure its continuity of operation. It will also reflect 
the concerns of the board and should contain most of the following 
i terns • 

• name of the advisory council being formed 

• general purposes for forming the advisory counci]. 

• school policy in rogard to advisory councils 

• relationship between advisory council and board 

• authorization and appointment of a selection committee 
criteria for selection of advisory council members 

• terms of office of advisory council members / 

• guidelines for council activities 

• procedures for handling the council minutes 

• provisions for maintenance* and t-ermination of the advisory 
council 

An example of a charter for a secondary school is given in 
Sample 3. 
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SAMPLE 2 

STATEMENT OF PURPOSES 

(authorization) 



The board of education of 
this ' th day of 
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authorizes the 



on 



establishment of a continuing committee to be known as the 
"Vocational Advisory Council.'* The council is to be orga- 
nized and operated under procedures approved by this board. 

The board of education reserved the right to dissolve the 
vocational advisory council at any time and foj- any reason. 

The vocational advisory council is not to be regarded as a 
substitute for any other form of citizen participation in 
school affairs.^, It is intended to stimulate ©nd supplement 
other types of citizen participation. 

. \ ■ 

The purpose of the vocational advisory council is to act as a 
liaison between the school and the community by providing 
-advice and assistance to the board. 

Th^ vocational advisory council is expected to contribute to 
the impiovement of the vocational education program provided 
by the school system by carrying out functions such as: ♦ 

1. studying and surveying the education needs of the dis- 
trict ^ „ ' ' ^ 



2. 



4, 



5. 



reviewing, developing, and proposing vocational program 
procedures 

working with the administrative, instructional, and non- 
instructional staffs of the school to develop and main- 
tain programs and procedures which implement policies 
established by the board of education 

serving and communicating with tjhe community in order to 
develop favorable public attitudes toward vocational 
education 



serving as a "sounding board" of community opinion on 
items proposed by the board 

initiating study and proposals on educational issues 
pertinent to the vocational program and the community^ 
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Bv authorizing the establishment of the vocational advisory 
By aucnori^xiiy ^i^/i^oo r^omnle^te coooeratio 




opej 

(signed by:) (chairperson of the board) 



( super intiendent) 



(vocational administrator) 
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SAMPLE 3 



/ ^rG&ATiPNAL EDUCATION ADVISORY COUNCIL CHARTER 

, I • N ame ' 

^The council will be called the Vocational Advisory 
Council of > " School. 

II. Purpose " 
The council is formed to: 

A. Assist the board of education in developing broad 
(educational pol icios for the school . 

B. Work w 1 th employees •'Of the school, with the super- 
intendent's approval, in planning and conducting 
the vocational program. 

C. Facilitate cooperation and communication between 
the vocational school system and the public, orga- 
nizations, and institutions of the district. 

III. Policy and Policy Development 

A. Policy is officially enacted by the board of edu- 
cation. None of its authority is given to the 
advisory council. 

B. Suggestions for school policy may come from the 
advisory council.. The council may review pro- 
posals from othejc; sources and may originate policy 
proposals. 

IV. Tenure and Responsibility of the Council 

A. The advisory council may be dissolved by a major- 
ity vote of the board of education- The board may^ 
reorganize the council if it f.ee'ls- that^ the coun- / 
cil could function -more profitably under a differ- 
ent organization*. 

B. The advisory council will deal only with problems 
directly related^ to the vocational program of the 

' . school. 

C. Specific authorization by the board of education 
is necessary hefore the advisory couiicil may pro- . 
mote the adoption of its proposed school policy 
and plans , ^ 
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Memberstlip 
A. 



The vocational fedvisory council shall consist of 

members. Members of the advisory council 

shall be reelected from the adult population nor- 
mally served by the vocational edycatibn program, 
and CM offiisio members will include the school 
superintendem: , a representative of the schocrl 
administration, and ci member of the board of edu- 
cation. 



B.. The- members of the , advisory coun'cil will be recom- 
mended ,to the' board of education by an ad hoc 
selection committer. The bojard retains , the right ^ 
to disapprove individual nominations by the sejec- 
tion committee> but it will not appoint an indi- 
vidual who is not recommended by the selection 
committee . \ 

VI. > Selection (Nominating Committee) ,^ 
^ ■ • ' 

A. An ad hoc selection committee shall be named by 
the board of education , for the ^purpose of recom- 

•mending prospective members of the, advisory coun- 
cil to the administration and tile , board. 

B. The ad hoc selection committee shal.1 consist of 

members who are lay citizocs rresiding in the 

school ^district, and -represent the'^^adtilt popula- 
tion served by .the • • - ^ ^ . . (name 

of ^chool) vocational education program. This 
selection committee shall also consist of one mem- 
ber of the" district '3 acjministrative staf^ and- one 
^member of the vocational teajfihing_staf f . . 

^ #* . 

C. The potential members recommisnded *by the ad hoc 
selection committee 3hall possess the following 
personal characteristics: 

1. interested in quality education 

2. willingness not to exploit their membership on. 
the advisory council " 

3. ^possesses certain personal^characte'r jLstics 
essential, to the success of the council such 
as personal integrity, responsibility, matur- 
ity of thought and action,, and tolerance of 
varying points of view 
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D. The potential advisory council membership shall be 
i*epresentative of the school district. Factors to 
be considered in selecting members shall include ^ 
but not be limited by : 

1. representation of different age groups 

2. representation of .varying levels of educa- 
tional attainment 



\ 



5 . 



6 . 



representation of varying civic and community 
organizational leadership 

representation of different political affilia- 
tions 

representation of persons who have partici- 
pated in the vocational education program, or 
presently have children in the program 

representation of a variety of attitudes 
toward the schools 



7. representation of minority groups, and both 
sexes 

No person is to be recommended or barred from mem- 
bership because of affiliation with any organiza- 
tion or institution. Neither will a person be 
recommended or barred from membership solely on 
the basis of ethnic origin, religious affiliation, 
or sex* 



/ 



F. The ad hoc selection cotnmittee shall submit its 

nominations co the board of education. The board 
of education reserves '^the right to reject or 
approve the nominees. 

VII. Term of Membership 

A. The original members. of the advisory councix " wi 11 
serve at least two years. At the end of the first 
year, the terms of the original members will be 
determined by lot. One-third of the -members will 
serve for one additional year; one-third will 
serve for two additional years ; and one -third wi 11 
serve for three additional years: 
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B. When a vacancy occurs, the newly--appointed member 
will serve during the unexpired term of* the member 
he/she replaces . 

tr 

C. A member will serve one term, and is ineligiblo 
for reappointment until one year has elapsed fol- 
lowing the expiration of that term. 

D. All members chosen to replace members who have 
completed regular terms will be appointed for 



A. A member of the school vocational administrative 
staff will appointed to meet regularly with 
the advisory council. This person will have 
ex officio status. 

D.. A member of the board of 'education will be 

appointed to meet regularly with the advisory 
council. Th.is person will have ex officio status. 



C. ' Outside consultants will be used as i^eeded. They 
will be apptroved by the advisory council, board of 
education, and administrative staff prior to con- , 
sul tat ion . 

IX. Resources and Services 

A, The board of education shall provide for the 
proper and effective functioning of the advisory 
council, within the limits of the board's 
resources . 

B, Meeting facilities, secretarial services for 
duplication of minutes of meetings and other offi- 
cial communications, mailing expenses, and other 
related .^gervices -shall be considered essential for 
the proper functioning of the advisory council. 

C, A^l financial activities associated with the func- 



three year terms. 



VIII. 



Consultants 



tioning of the advisory council shall be in 
accordance with the policies of\ the board of edu- 
cation and school district. 
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A 



XI, Rules of Operation 

A. The council will determine its meeting dates and 



times, select its officers and subcommittees, and 
formulate its program. 



B. Meeting agendas will be oevdloped by the council 
officers or council chairperson in conference with 
the school vocational admini strator . 

C. The board of education will react to any written 
recommendation submitted by the advisory council. 

D. The advisory council is urged to appoint subcom- 
mittees if needed- These committees may include 
members of the advisory council, other lay citi-- 
zens, member 5 of the school staff, and students. 

E- he advisory council or any of its subcommittees 
may request information or assistance from the 
superintendent of schools or from any member of 
the school faculty through the superintendent. 



A. Advisory council members are free to discuss 

school policies with any citizen of the community. 
Members shall not report opinions expressed or 
stands taken by other council members in meetings, 
nor shall they report official actions of the 
advisory council or board of education until such 
actions are cleared by the board of education. 



B. The advisory council shall observe all aspects of 
appropriate right-to-know laws . 



Any member of the advisory coiincil who is absent with- 
out reasonable cause from three consecutive regularly 
scheduled meetxngs will be considered to have resigned 
from the advisory council. 




XII. 



Public Announcements 



XIII. Loss of Membership 
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XI.V. Minutes of M<^e tings 



XV, 



Each member of the board of education, members of the 
ladvisory council, and the vocational administrative 
and teachinq staffs shall be mailed or otherwise pro- 
vided a copy of the minutes of each regular meeting 
of the advisory council. They shall also receive an 
annual report of the activities and accomplishments 
of the advisory council at the end of each operating 
year . 

These organizational guidelines may be amended by the 
board of education at any time. The board of educa- 
tion will inform the advisory^ council in writing of 
any changes approved by the board. Notification wlII 
occur within thirty days,, of the board action. 
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Selection of Advi sor y Council Member s 



Once the board has authorized l:he establishment of a voca- 
tional advisory council, you are ready to select the council mem- 
bers. The number of advisory committee members should be based 
upon the size of your school and community. However^ in many 
cases, a successful vocational advisory council has been com- 
prised of 12 to 25 members. A smaller council may result in 
having so few members present at a meeting that the meeting will 
be ineffective. Tf the committee is too large, it may become 
unwieldy and you may find it difficult to accomplish anything.. 

If specified in the charter, an ad hoc selection committee 
should nominate individuals for positions on the advisory coun- 
cil. The selection committee usually is comprised of members of 
the community who were named by the board. These members are 
guided by the advice of a vocational administrator and at least 
one vocational teacher. As the administrator responsible for 
organizing the advisory council, you will probably be working 
with this selection committee to identify potential advisory 
council members. 

You should help the selection committee identify and nomi- 
nate advisory council members who are leaders in the community. 
You should nominate leaders from government, civic associations, 
business, industry, and organized management and labor groups 
si'ch as trade associatigns and unions. For example, you should 
guJde the selection committee in nominating presidents, directors, 
managers, or other types of decision-makers who represent such 
groups as the chamber of commerce, the American Federation of 
Labor, the citizen's education council, and your local branch of 
the Employment Security Division. In addition, the potential 
advisory council membership should include representatives from 
the occupational advisory committees that are serving your speci- 
fic occupational program, and a recent vocational school graduate. 

Each individual who is nominated by the selection committee 
should. have an interest in vocational education. You should feel 
certain that each potential member supports vocational education 
and is sincerely interested in improving your vocational program. 
If he/she is approved as an advisory council member,' you should 
feel confident that the individual will have the support of his/ 
her company, organization, agency, or union. Potential council 
members should also have: 

• the respect of the people they work with 
♦intelligence, integrity, and courage 

• enthusiasm 

• the ability to work well in groups 
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• availabl.t^ Liiii'* t*j .M. I.i^ikI nn^cM ul^js iiul tv> k^'t>i.) abrrasL of: 
Sv'hoo 1 at: t \ v • t i 



#a coop(M"ai i vi' , i- i v i t: niindf^^U nni ri ^spons i bio attitude 

*rho s<.vL(?ct i nil comiuilLi^e .shouici submit moro names than ate 
neodod to fill thi^ advi.sory couiv m L pes i. t i on.s . Some of their 
preferred candidates may ' bo unable t:o accept a position or be 
unacceptable to the board. Thi^ committee will need to have ^.he 
nameci of additional (jualificd ii MViduals in order to fill all of 
the council positions* 

Once the ad ho<* selection committee has identified an ade- 
(juate luimbt^r of polcM^t^ial advisory council members, its function 
is completed. 'VUl^ yiMrly identification and nomination of 
replacement council m.^mbors will usually become the responsi- 
bility of t.lic school admi n i s tL-at ion and the board. If preferred. 
It is also acceptable- to l;onn ati ad hoc selcc 1 1 on ^commi t tee each 
year to nominate ia>[ ■ 1 aciMiicnt iiu-mber^^. Replacement members are 
normally ntn^ded e.-icMi year it ttie council appointm-en ts are set up 
on a staciqcred basis so that th(^ terms of one- third of the mem- 
bers expire eac:h ytNir. 

At tht? tuul (U- t\\o first yc^ar, the council members draw lots 
to determine it-ruith of te rms - -one- 1 h i rd serve for one additional 
yt^ar, oncthir^i serve for two additional years, and one-third 
servt^ for th^et^ ad(i it ional yc:ars. Thereafter, replacements for 
these individuals st^rv^-^ three year terms on a staggered basis. 
This system, if instituted wlien the cc:>uncil is first formed, 
guarantees that, the council will never again be comprised of 
totally new m<^mbt*rs. 

N o t i K i e a_tj_ on o f Api-x Lt. * 

Onci^ t!ie ^;e' 1 ec t i ' >r^ er^inm i 1 1 e^ « lias identified a list of poten- 
tial advisc^r y . ouae i 1 iiiLMi^bers, these names should be submitted 
tliroucjh cuhin n i t iM L i ve ^^heameM s tri the school board. With L)oard 
'approval, you may ecnitact t l\e.' St.-le^cted individuals to do t«. ri^^. i r^- 
thost.^ [;ec:>ple wlu) wouild be la^ Lt ' res tec. in sorv.i nq on the advisory 
councj 1 . 

At tliis pv.ir:^. yo.j .-■!--'M:e contact the potential members by 
phone. Rr ' \\' i^.' ■ ri^>^: lii-^ purpose for forming the local voca- 
ti.onai .i:r iSv:i/ O^aineil, son>(- ^jf thc^ ways the cou-cil will be ^ 
'abli to serve the sc:hr)ol aiui. community, and the responsibilities 
ot: :i.embers, Thes.' luople 11 probably also want you to give 
them an id(fi oi' how' much of their t i rdc might bo involved in coun- 
cil e t.d a i] s . n i d i c t i v \ t i t ■ s . 

Wiie]^ ^M^.ou-I: e*-o;d.' Iwiv*^ .e'cepl'^l to fill every position on 
Lh'- ad./isQr\' c.juneij, CtMse^ eat.ln.e. You don M: want t" offend 
someone oy later Iwo.ir.g in say that their services are not needed 
Subm»it rVt: tri'^u oi pi. rsc-ns who accepted to the board once 
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again for their information and final approval. While this is 
probably not necessary in every case, it is a gesture that will 
reassure the board that their iiuthority is intact. 

At this time, the board will usually appoint ex officio mem- 
bers to the council. These members will usually include yourself, 
a general education administrator, and a member oX the board. 
These ex officio members provide information and assistance to 
the advisory council and help to keep the group running smoothly. 
They have no voting rights on the council. 

After the board has officially appointed the members and 
ex officio members of the council, these members should be noti- 
fied in writing of their appointment. This official letter of 
appointment should come from the chairperson of the board in 
order to officially establish their authority. However, in some 
cases the board will ask an administrator such as the superinten- 
dent or th" director of vocational education to serve as its 
appointing ofJticer. 

f 

This letter should be written in a professional manner, and 
convey the message that the board views this council as important 
to the development and maintenance of a quality vocational educa- 
tion program. It should be signed by a top-level administrator 
and/or the chairperson of the school board. Each advisory coun- 
cil member should be made to feel important, and should be 
encouraged to actively participate in all the council functions. 

An example of a letter of appointment for a secondary school 
is given in Sample 4. 
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SAMPLE 4 



LETTER OF APPOINTMENT^ 



Dear 



Tho board of education of 
District is pleased to 



School 



inform you of your appointment to the 
school's vocational advisory council. We wish to thank you 
for your willinqness to serve on this council. 



The ultimate objec 
oil is to maintain and 
tunities for all in the 
program . Your active a 
in the council's work w 
our community a better 



tive of the vocational advisory coun- 
improve the vocational education oppor- 

commun i ty who can benefit from the 
ttendance, participation, and interest 
ill be influential in helping making 
place in which to work and live. 



We, as board members who are contributing our efforts, 
find there is insufficient time to accomplish all the tasks 
tha.t are -necessary in our dynamic and progressive school sys- 
tem. Thus, we ask you to share your valuable time with us to 
offer advice and assistance as an advisory council member to 
help ensure that high quality vocational education is avail- 
able to our students - 

Shortly, you will be notified by ^ 

about the time, date, and place for the first meeting of the 
advisory council. This meeting will help you better under- 
stand the role and function of the council, and your poten- 
tial contributions to it. You will have an opportunity to 
meet other members of the council, board of edvucation, and 
the school administrative staff. At this first meeting, 
identification of the areas in which the council may wish to 
begin work will be discussed. 



Thank you again for your interest in 
tional program. 



^ur school's voca- 



S incerely yours , 



(Signed by the chairperp n of 
the board of education or an 
administrator ) 
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^Adapted from Module A-4, Orgatii ze an Occupational Adviso^ry Com - 
mittee , from the Professional Teacher Education Module Series. 
(Athens , GA : The American Association for Vocational Instruc- 
tional Materials, 1977) . g 
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News Release for Lo ca I Newspa pers 

Publicity is an Important part of any vocc.: ?onal education 
program and well written news releases can he^w keep your 
vocational program in the public's view. Thr , >l ; itment of the 
members and ex officio members to a local vccj ^'d:. advisory 
council is an ideal topic for a news release. iis iievrn release 
can inform the public about' the purposes of the' advisory council 
and can give recognition to the newly appointed>members . One 
caution: The. advisory council members should be notified oi 
their appointment prior to releasing the news article; they 
should not first learn of their appointment through the news 
article. 

Your news release should be formatted according to accept- 
able news release standards and should contain: 

• the date the article was written 

• the name of the newspaper recei^'^ing the release 

• the date you would like to have the article run 

• the name of the school contact person and where he/she can 
be reached for more information 

• the topic of the news release 
The copy shoulc^ contain: ' 

• the name of the president of the board announcing the 
appointment 

• the name of the school making the appointment 

• the names of the members and ex officio members, with their 
titles, or professional af f illations 

• a brief description of the role of the advisory council 

See Sample 5 for an example of a news release announcing the 
formation of a vocational advisory council. 
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SAMPLE 6 



NEWS RELEASE 



date 



FOR: 



Unity News 



DATE : 



For Immediate Release 



FOR INFORMATION : 



Mr. Matthew Charles 

Di roc tor of Vocational Education 

Southwest High School' 

Route 1 

Unity, T^xas 10133 



TOPIC: Formation of a Vocational Advisory Council 



Ms. Heather Martin, chairperson of the Southwest School 
District Board of Education, announced the recent formation 
of a vocational advisory council. This advisory council will 
serve Southwest High School by advising the board of educa- 
tion and the school administration on issues relevant to the 
school's vocational education program. 

In an interview yesterday, Ms. Martin stated, "The voca- 
tional advisory council can make outstanding contributions 
toward the improvement of our vocational education program. 
The Southwest Board of Education feels that the council can 
help develop and maintain high quality educational oppor- 
tunities which will be available to all members in the com- 
munity ; " 

The members of the vocational advisory council c,re : 
(Alphabetically list names, titles, and professional affilia- 
tions, if appropriate.) 

These council members will work closely with the school 
administration and the board of education, to help ensure 
that the vocational program is relevant to the needs of both 
the students and the community. 



For further information on procedures for organizing 
and maintaining a cjenoral vocatignal advisory council 1 
()(iii Mi.»i _ you may wish to read Hamlin, Ci t izen Participation in 
Local Policy Making for Publ ic^ EducatTon , pp. 3-16; 
American Vocational Association, The Advisory Com - 
mittee and Vocational Education ,- pp . 5-46 ; and/or 
Riendeau, Advisory Committees for Occupational Educa- 
tion; A Guide to Organ i zat ion and Operation . 



/ 

livitv ^ 



^ You may wish to discuss the problems involved in, and 

/the procedures for, organizing a local vocational 
()ptM>h^»i advisory council with an experienced vocational 

~ school administratc^r . Tn this meeting you may want 
to ask to S€:e copies of a charter, a statement o f 
purposes, and examples of other materials related to 
the advisory council . 
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The following items cliin^k your comprt^hons ipn of tlu* 
mater i a I i n tho in format ion shoot , '^Orcjaniz inq a 
Lc3Cyrl Vocational Education Advisory Council," 
pp. 7-20. Each of tlio three items requires a short 
essay^-typt? response, I'leaso explain fully, but 
briefly, and make sure you respond to all parts of 
/ each . i tern . 



SELF CHECK 



You are preparinq to speak to your chief school administra- 
tor about your plan to form a local vocational advisory 
council. If the administrator asks you why you want to form 
this advisory council, how will you respond? 



In order to help ensure the successful formation of an 
active local vocational advisory council, how will you go 
about organ i z i nc} i t? 



Why is it Lmportant that the board approve all your plans 
for orqanizing an advisory council? 



31 3 
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Compare your written ri<Hp(>nsi<s to the "Solf-Chock" • 
with tho "Model Anawt^rs" qivon below. Your answers 
need not exactly duplic.ite the model responses; how- 
ever, you should have covered the same maj or points. 



MODEL ANSWERS 



1. Your response to this question should emphasize that the 

purpose of a local vocational advisory council is to advise 
the board and the school administration. It makes sugges- 
tion., and recommendations and helps the school in any area 
deemed appropriate by the board and administration. 

You should have identified some of the many services that an 
advisory council can provide. If the council is organized 
and operated properly, it can be an indispensible source of 
advice for the school board. The council can obtain much 
information that is useful in developing or updating the 
vocational {Program. The council's suggestions for updating 
can include recommending better l^iarS Or equipmfent, including 
new technologies in the program, \ adding courses, etc. The 
advisory council can help to keepVthe vocational^ program 
more relevant to the needs of the community. It can advise 
the St rvice area committees on ways that might help the 
school place cooperative education students or find jobs for 
graduating students. You are likely to fflid that the ser- 
vices of an advisory council can help you to better train 
students to meet entry-level job requirements. 

Besides helping to develop and maintain a well-balanced voca- 
tional program, the council can be a tremendous help in your 
school's public relations efforts. By asking council mem- 
bers to serve on the advisory council, you are reassuring 
the public that you care about what they think and that you 
want to make your vocational program relevant to their needs. 
If the advisory council members feel that the g,roup iy being 
appropriat'-ly used and is supported by the school, they will 
help to promote your program. Members will speak highly of 
your program to friends and business associates; they will 
support favorable vocational educational legislation anc3 
probably help to pass bond issues. The council might also 
help to organize public relations activities that support 
the school . 

2. Your answer should reflect the following steps to be followed 
.in organizing the local vocational advisory council: 

a.r The present situation needs to be assessed. After 
gaining the approval of a top-level administrator to 
qrganizo a council you will need to kn-^w the proper 



ERIC 



33 

35 



chain of conundnd to follow when submitting requestB or 
reports to the board. YoUsalHO need to thoroughly 
research the history of any previously existing or 
inactive advisory council* tf a council was previously 
dissolved r you need to know why^ in order to avoid the 
same mistakes. If an existing advisory council is 
, inactive, you must either dissolve it or try to get it 
operating again. 

b. Prep^jrations need to be made to gain school board 
approval and to ensure that the advisory council will 
be an pfficial extension of the board. . A statement of 
purposes that supports the formation of the council ancj 
a charter will need to bo developed. 

c. Official permission to organize the local vocational 
advisory counbil needs tb be obtained trom the board. 
Both documents (statement of purposes and charter)^ 
should bo sent to^ the board through appropriate admin- 
istrative channels for approval. 

d. Once the boa^rd authorizes the organization of a loqal 
vocational advisory council^ members should be nomi- 
nated according to the procedures outlined in the 
charter. 

e. After the potential members have been approved by the 
board, they should be officially notified by letter of 
their appointment. This notification should shortly ^e 
followed by a letter announcing the date, time, and 
place of the first meeting. 

3. The board is the only school body that is given policy making 
authority. You must have its approval before, organizing an 
advisory council. You must also seek board approval to 
ensure its members that the council will be only advisory. 
It is important that tip board understand that none of its 
authority is being delegated. This approval is needed in 
order to firmly establish the advisory council as a legiti- 
mate extension of the board. Since the council is ultimately 
responsible to the board and not to an administrator, you 
mu^.t do all that you* can to ensure the effective functioning 
of the advisory council. The council will not be effectivfe 
if it is "not enthusiastically supported by the board and the 
school administration. 



LEVEL OF PERFORMANCE ! Your completed "Self -Check" should have 
covered. the same major points as the model respbn&es. If you 
missed some points or liave questions about any additional points 
you made^ review the materials in^ the information sheet ^ "Orga- 
nizing a Local Vocational Education Advisory Council^ " pp. 7-29^ 
pr check wi^h your reiiource person if necessary. 




Learning Experience II 



OVERVIEW 



After completing the required ^j-reading , demonstrate 
knowledge of the procedures to follow when working 
with a local vpcational education advisory council 



Activity 




You wilL be reading the information sheet, "Wording 
with a Vocational Education Advi sory Counci 1 , " 
pp. 37-50. ' 



^ Optioiifltt 

^ Arlivilv ^ 



You may wish to read the ' supplementary reference 
extracted from "News from National Advisory Council 
on Vocational Education," ppl 51-55 of this module, 
and to , discuss, the reading with a group of peers • 



^ , You may wish to discuss the procedures to follow 

^j^^^^^j^^,. when working with a local vocational education 
AMiv'itv M ^dv . sory council with a school administratdr , 
and/or the chairperson of an advisory council. 




Optional 



You may wisli to read the supplementary reference 
H am 1 i n , Citizen Partici p ation in Local Policy 
Making for- Public Education , pp^ ^16-35. 



continued 
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OVERVIEW continued 



Of>tinn«'il 



jjj^Artivttv 



You may wish to attend a meeting of a local voca- 
tional education advisory council. 




You will be demonstrating knowledge of the proce- 
dures to follow when working with a local voca- 
tional education advisory council by completing the 
"Self-Check," pp. 57-59. 




You will be evaluating your competency by com- 
parincj your completed- '* Sel f -Check with the *'Model 
Answers," pp. 51-04. - * ' 
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Activity 




For inirormation on planning and conducting the first 
meetings, the roles of the administrator ana the coun- 
cil officers, and developing bylaws for a local voca- 
tional advisory council , read the following informa- 
tion she t . 



WORKING WITH A LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL 



A nev^ly organi zed vocational advisory council can help the 
school system in a variety of ways. Many hopes are placed on the 
ability of this group to offer good advice that leads the way to 
improvement in the school's vocational program. 

With the proper leadership, these hopes can be fulfilled and 
the advisory council can function effectively to meet some impor- 
tant needs of the school. It is the vocational administrator, 
however, who mus+- take steps to ensure that the newly organized 
council will both begin and continue to operate effectively. 

The admini St rator plays an important roXe in the future of 
the advisory council. As an administrator responsible for orga- 
nizing the council, you help to determine its fate the day you 
begin planning the first meeting . You must be sure that you plan 
* carefully. You must effectively supply the leadership needed to 

guide the council through its initial stages of operation. The 
quality of this leadership will to a large extent determine 
whether or not the council vill be able to effectively assist the 
school. 



First Meeting 

The first meeting of the local vocational advisory council 
is the most important. At this meeting, the members of the coun-- 
^cil will form their initial attitudes about their fur ' ions and 
responsibilities. They also wiil form an initial opinion about 
the commitment of the school to the purposes of the advisory 
council. For these reasons, the first meeting must be weJ.l plan- 
ned and conducted. 

As the school representative, you should organize and lead 
the first meeting. You should carefully plan the agenda in order 
to present a balanced and well prepared slate of topics. This 
meeting should not last more than two hours. As the temporary 
chairperson, you should carefully adhere to the specified starting 
and ending times of the meeting. 

Before preparing the agenda, you need to determine the 
objectives of this first meeting. Usually the first meeting is 
designed to provide an opportunity for the members and ex' officio 
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members to become acquainted and be(jin to develop working rela-- 
tionships. This is very important if the members are to work as 
a team. 



The members should be introduced to the major functions of 
the council. They should learn about their roles as council mem- 
bers and begin to develop a feel for both the possibilities and 
limitations of the council. This is a good time to stress the 
advisory nature of the council, but, at the same time, to reassure 
the members that the school supports and recognizes the impor- 
tance of the council, and wants its help. 

This first meeting should present council members with a 
short overview of vocational education. It is often helpful to 
briefly review the history of the school to give members an adea 
of what problems and issues might need consideration by the coun- 
cil. 

In addition to these objectives, the first meeting should - 
establish procedures, for council members to develop a ,^set of 
bylaws which will further guide the operation of the council. 
Members should also begin thinking about selecting the advisory 
council officers. Before the meeting closes, a time, date, and 
place should be set for the next meeting. A sample agenda for 
a first council meeting is given in Sample 6. 

After the agenda has been outlined, you should begin plan- 
ning, other aspects of the meeting. All speakers and a majority 
^ of the advisory council members and ex officio members should be 
contactcn so as to determine the most convenient date for the 
meeting. You might find it helpful to choose two possible meet- 
ing dates and call each person to ascertain which date would be 
most suitable. 

Be sure that the rooms in which the meeting, will be held are 
available for the dates selected. Once the date for the first 
meeting has been established and you have determined the most 
appropriate time, make arrangements to reserve the room. These 
arrangements should include a noti f ication to the custodial staff. 

At least two weeks before the first local advisory council 
meeting send an invitation to each nrtember, ex officio member, and 
speaker. This invitation shouJ.d be apcompanied by a copy of the 
agenda. 



\ 

S ince you are the school representative on the advisoty 
council, you should arrive at the first meeting well before the 
first member or speaker arrives. Not only will this allow you to 
greet and introduce each new arrival, but it will give you an 
opportunity to be sura that the room is properly arranged. 

"The room arrangement should create an informal, comfortable 
atmosphere. A large tabic wi.th comfortable chairs around it is 
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SAMPLE 6 








AGENDA FOR FIRST MEETING OF 






- 


LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL 


Q 
O 




caxi uo oraer 


aumxni s cracor 






Opening remarks 


administrator 






Roll call and introduction to 


administrator 


• 




lueiuDe r s 








Importance of the advisory council 


representative 






iXJxxoi. uj. Uo o J. un cjxi diarucsr anci 


X xrcjiii ooa rci 






Statement of purposes) 








nisuory o I. vocauionax eaucauion 


'acuTiX'fix s u r a uo r 






KG xe o r counc 1 x memoer s 


a cim X n X o t. r ci u o r 


9 


:00 


Introduction to the need for bylaws 


administrator 






Appointment of a committee to 








aevexop cne oyxaws 








Discussion of a possible program of 








work for the year 








Plan agenda for next meeting 








election of officers 








plan program of work 








presentation of bylaws 








presentation on vocational 








education 








time, date, place of next 








meeting 




10 


:00 


Refreshments 
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appropriate for an advisory council meeting. If smoking is per- 
mitted, ash trays should be conveniently located. You should be 
sure that the room is well lighted cind that the temperature is 
set at a comfortable level. In addition, on £he desk in front of 
each chair should be: ^ 

• a copy of the meeting agenda 

• a list of advisory council members and ex officio members 
with their addresses and telephone numbers 

• a copy of the advisory council charter and statement of pur- 
poses as previously approved by the board 

• a name card containing the name of a member 

• a pad of paper and sharpened pencil 

You should also check to see that the refreshments you pre- 
viously orcWj?<l will be available at the conclusion of the meet- 
ing. An important part of the first meeting may be the informal 
discussions which occur during the refreshment period after the 
formal meeting is adjourned. Thus, it is important that the 
meeting start and stop on time so that the council members can 
enjoy this time and become better acquainted. 

You will be the temporary chairperson for the first meeting. 
The council members need this time to develop relationships with 
one another before permanent officers are elected. Also a tem- 
porary secretary needs to be appointed before the first meeting. 
This person will usually serve for the first two meetings. 

Second Meeting 

You must prepare for this second meeting in much the same 
way as you did for the first meeting. You will still function as 
chairperson for this meeting, however, you can begin to transfer 
leadership to the council members. This is the meeting where the 
council starts to become operational. 

Before the second meeting you should have met with the ad 
hoc committee which was appointed to develop a set of bylaws for 
the advisory council operation. The bylaws developed should be 
a specific set of rules describing the responsibilities of mem- 
bers, and the organizational and operational procedures for the 
advisory council. These rules are needed to guide the effective 
and eff ic ^ ent operation of the council. The bylaws will help the 
council avoid taking inappropriate actions which could reduce or 
destroy their ability to assist the school. 

A copy of these proposed rules should be included when the 
notice of the meeting and the agenda are mailed to members. This 
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will allow the rouncil members to become familiar with the rules 
before they are presented for adoption at the second meeting. An 
example of a set of bylaws is presented in Sample 7. 

The objectives for the second meeting need to be reflected 
in the proposed agenda. The following items are usually appro- 
priate: 

1. Review the accomplishments of the first meeting, 

2. Adopt a set of bylaws which will be forwarded to the 
board for approval. 

3. Elect officers. (You might prefer to appoint an ad hoc 
committee to prepare a list of candidates. Officers 
could then be elected at the third meeting.) 

4 . Appoint an ad hoc committee to begin developing the 
first annual program of work with the aid of a voca- 
tional administrator. - See Sample 8 for an example of 
an annual program of work. 

5. Identify one area of concern which the committee mem- 
bers will accept as their initial task Ce.g., assist in 
evaluating the adult continuing education program, 
assist in developing a public relations program for the 
school. 

6. * Provide for a short presentation on vocational education 

7. Set a time, place, and date for the next meeting. 

8. Provide refreshments in order to give members an oppor- 
tunity to become better acquainted. 



*Each meeting should consist of a . short presentation and discus- 
sion to better acquaint advisory council members with your 
school and with vocational education. These learning experi- 
ences might include short discussions of each occupational 
department, tours of the school, a review of the district's 
policies for vocational education, or visual presentations on 
vocational education . 



SAMPLE 7 



BYLAWS 

LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL 

I. Officers 

The officers will consist of a chairpersoiir vice- 
chairperson , and a recording secretary. These 
officers will be elected annually at the first regular 
meeting of the council, and will serve for a one year 
term. Officers may be reelected. Together, these 
officers will form the Executive Committee. 

II. Subcommittees 

A. Subcommittees may be established and discharged by 
a majority vote of the advisory council members. 

B. Subcommittees may be continuous or ad hoc in 
nature dependi ng upon needs . 

C. President of the advisory council can charge a 
subcommittee to elect its own officers. 

D. Purpose of the committee will be specified by the 
advisory council . 

E . Subcommittees may be of any appropriate size . 
Membership may consist of students, lay citizens, 
school employees, and members of the advisory 
council. 

F . At council request , a consultant from the school 
system may be appointed by the school administra- 
tion to meet regularly with a subcommittee. Spe- 
cial consultants may also help the subcommittee, 
wit.: advisory council approval. 

G. Subcommittees will report regularly to the advi- 
sory council. 

III. A. The advisory council will plan and operate under 
an annual program of work. Topics, goals, and 
activities will be included in the plan. 

B. The program for each coming yeair wiH be discussed 
during the (month) meeting each year. 
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C. The Executive Committee will consider program pro- 
posals of members and then formulate a plan to be 

presented at the (month) meeting for 

action. 



IV, 



Meetings 
A. 



C. 



The .innual program of work will indicate the regu- 
lar meetings to be held each year. 



At least 



* meetings will be held each year. 



Special meetings may be called, or 'regular meet- 
ings cancelled by action of the Executive Com- 
mittee. 



5::/ D. The Executive. Committee (and/or chairperson) in 
' consultation with the vocational administration 

will be responsible for planning the agenda of 
individual meetings. 

E. Each meeting will begin at the announced time and 
will continue for no more than two hours. 

F. Discussion leading toward consensus of the members 
will be the prevailing procedure used at meetings. 
Parliamentary procedure will be ,used only when a 
decision of the advisory council is to be recorded 
or transmitted.' 

G. A quorum will consist of a majority of the offi- 
cially appointed members of the advisory council . 

H. Meeting minutes will be kept of all meetings ^and 
copies will be distributed to each council member, 
the school board chairperson, and top-level school 
administrators. 



Responsibilities of Members 



\ 



A. Each member' is expected to attend meetings regu- 
larly, participate in the advisory council di^scus- 
sions, and serve on subcommittees when requested. 



*A consensus of many educators indicates that the most effec- 
tive local vocational advisory councils meet at least four 
times during the school year. 
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If 



B. 



Each member is expected to carefully study any 
problems which come before the advisory council 
before reaching a final decision. 



C. Each member is expected to reach a personal deci- 
sion, after considering the views of other citi- 
zens and/or organizations. 

D. Each member is expected to respect the rights of 
fellow council members by not reporting or dis- 
cussing opinions of individual members. The opin- 
ions and conclusions of the advisory council as a 
whole may be discussed, within the policies 
approved by the board. 

VI. Loss of Membership 

Justification for loss of membership, and procedures 
for reinstatement will be approved by the board. 

VII. Use of Consultants 

The advisory council may utilize consultants from 
within and. outside the school system, to obtain addi- 
tional knowledge and assistance as needed • 

^ -I. Amendments 

These rules of operation may be amended by a two- 
thirds vote of the appointed members of the adyisory 
council and subsequent approval .by the board. 
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SAMPLE 8 

EXAMIPLE OF FIRST YEAR P,Q09RAM OF WORK 

September Develop bylaws for council operation. 

Elect officers . Identify the existing : * * 
goals of the vocational program. 

Form subcommittee to review manpower needs 
and occupational opportunities in the com.- 
munity. (Findings and recommendations to 
be discussed in January meeting and then 
submitted to the board.) 

Form subcommittee to review school-community 
public relations program. (Findings and 
recommendations to be discussed in March 
meeting and then submitted to the board. ) 

Review the district's one and five year 
plans for vocational education . 

Evaluate the school's vocational education 
program for the year in relation to^he 
goals . 

Hold a joint meeting with the board. Pre- 
pare and submit to the board an annual 
report of acti^'lties and accomplishments. 
State recommendations and/or suggestions 
for improvement of both the vocational pro- 
gram and the council. 



November 



January 



March 
May ; 

Summer 



The , Functioning Advisory Council 

By the end of the third vocational advisory council meeting, 
the members should be assuming responsibility for the operation 
of the council. If the annual program of work was approved at 
the third meeting, subcommittees should be appointed to.^ study the 
first work topic5. identified. Any consultants that might be 
needed should be contacted to help the advisory council in spe- 
cial problem arear>. By now members Should be comfortable in 
their roles and reaay to contribute to the purposes of the coun- 
cil. 

As the school representative, you should have relinquished 
^leadership authority to the elected officers. These individuals 
Is^^ipuld be prepared to plan and conduct the meetings. You should 
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.have established yourself as the school representative who is 
guiding council functions and seeking its advice, when appro- 
priate. Each person should have a dearly defined rple at this 
time and should be assuming responsibility for that role. 

Role of the Administrator 

Th^^^ffecti^^ an advisoxy council- usually can 

be attributed to the excellent support and guidance given by thg . 
school representative. If this person decides to form a council^ 
he/she must devote time and attention to.it. Otherwise, there is 
a strong possibility that the advisory council soon will be inac- 
tive. 

• 1 

As ^e representative and the link between the council and \ 
the school, you set the tone for the extent and quality of coun- j 
cil activity. The council's advice should* be sought often, and 
all suggestions should be followed up by the school administra- 
tion and/or the board with feedback provided to the council on 
any action taken. If the suggestions are relevant and' workable , < 
you should see that appropriate board action is taken as soon as 
possible* It is vitally important that you initiate this 
follow-ap on council recommendations. If the advisory council 
feels that its efforts are not being supported by ^>the school, the 
members will probably lose interest and concern. \ 

The advisory council members must be able to identify with 
^ iChcol and its problems if 'they aye to be receptive to the 
's needs. You should in\rolve members in school activities 
sucii as vocational -^faculty meetings, graduation exercises, or 
special assemblies. You might invite council members to attend 
these activities as a guest, or you could ask them to present 
awards, or make other presentations . 

/ 

Advisory, council members should be ^presented with opportuni- 
ties to learn more about the students. You should invite members 
to have lunch in the school cafeteria, observe a class, give a 
demonstration in a laboratory, or tour the school facilities in 
general. 

Any of these activities will help to familiarize council 
members with the school and will help to make them. feel appreci- 
~ ated^ But appreciation needs to be expressed in other ways, too. 
These council members can make many significant contributions to 
the school, and you should make certain that they are appropri- ^ 
ately thanke<3%^f or their services. The names of the vocational 
advisory council members should be printed in the school direct 
tory. They should be recognized in special school programp and 
news releases should be written about ,new and retiring members or 
outstanding contributions and achievements made by them. You 
might also wish to honor these member^' by giving them certifi- 
cates of appreciation or placing nameplates on equipm^t that 
they donated to the school. 



\ 

There are many ways that you can support the advisory coun- 
cil and help to ensure that it is an active* body. The following 
list of "Do's and Do Not's" is provided to help you in your role. 



t,' Do ^ s 

1. Do advise the council on the- status of their suggestions. 

2. Do advise the council on school regulations that might 
affect them. 

3. Do help the chairperson plan t^e agenda~fDr each meeting. 

, ^- ^ 

4. Do have a cjood knowledge of all problems presented to the 
council and be able to discuss them intelligently. 

5. Do se4pk out and listen to the advice and opinions of council 
members. 

6 • Do take time to listen to a council mernber if he/she stops 
by your office. ^ , 

■\ 

7, eDo provide the council members with all the necessary back- 
ground information before they discuss a school problem. 



Dgg , No t ' S 

1. Do not underestimate the intelligence of council members Or^ 
their interest in educational matters . 

2. Do not allow the council to become administrative in, func- 
tion. 

3. Do not initiate programs without consulting the advisory 
council. 

4. Do not take any action that is within the realm of the advi- 
sory council without first consulting council members* ^ 

5. Do not make the objectives of the council too broad, or 
allow the council to stray too far from original objectives. 

G . Do not ignore the council ' s recomme'ndations . 

7. Do not make promises 'to the council that ai?e out of line 
with your authority or with school policy. 

8. Do not solicit council advice or allow council members to 
offer advice on an/ matters that are strictly within the 
re^lm of authority of the school administration (e.g. , 
teacher evaluation) . 



R.ple of the Chairperson 



It is usually' recommended that a layperson serve as -the 
advisory council chairperson. This helps the representatives 
from the community to feel more responsible for the success of 
the council. It also firmly , establishes the group as an advisory 
council representing the interests of the community. 

The chairperson must be sensitive to the views of others and 
must possess good judgment,^ fairness, and reasonableness. This , 
person has a responsibility to see that the meeting starts and 
finishes on time. He/she should see that the mfeeting is con- 
ducted in a business-like manner and contributes to the objec- 
tives of the council. These meetings should follow prepared 
agendas (see Sample 9),- and should be conducted using informal 
parliamentary procedures. 

When conducting the meeting, the chairperson should intro- V 
duce each new topic of discussion and see that all. pertinen^^'^"^ 
information is presented, reviewed, and understood. The chair- 
person should make sure that/' each member has an opportunity to 
express his/her-* opinion on topics and that these opinions are 
accepted as Valuable contributions. 

He/she should direct discussion to relevant issues and 
close discussion by summarizing/ and getting group consensus. 
This group^ opinion should be . repeated before it is officially 
included in the minutes. ' . .'^ 

Role of the Secretary . • 

As the school representative, you will probably serve as 
advisory council secretary. This is* advisable bfecause of the 
amount'* of work involved. It is also prefeivred because you have 
easy access to .school supplies, duplicating equipment, and cleri- 
cal assistance. ^ \. ^ . . 

\ As the vocational advisory council secSretaty, yoa have the 
following major duties. 

• E!l^n the agenda with the chairperson. 

• Provide all council members with a copy of the agenda at 
least two weeks before the meeting. 

• Notify members of date, time, and place of meeting. 
•Make and verify meeting room reservations. 

• Prepare any special reports for the council or subcommittees. 

• In>>ite top-level administrators*, other staif members, con- 
sultants., or guests to attend* meetings ) when appropriate. 

^ ,48 ® 5<J 







\ 

SAMPLE 9 






AGENDA FOR A REGULAR MEETING 


7: 


30 p.i..- 


•Meeting called to order 
Roll call 






Minutes pf lar^ t meeting 

Report by the subcommittee on evaluation of 
school-communi ty public relations 

Report by school public re la t ions officer 


8 : 


30 p.m. 


Discussion of reports and recommendations 
View film on vocational education 






Discussion of f i Im 




Subcommi ttee reports 
Unfinished business 


9: 


30 p.m. 


Adjournment 
Re f reshments 


- • 


Make arrangements for any special equipment that may be 
needed {e.g., record players, projectors/ screens). 


• 


Call members 


to remind them of the meeting . 



• Prepare a report of action taken on recommendations m^de at 
previous meeting. 



• Record , mainta in , and distribute minutes of meetings to each 
member of the council, the chairperson of the boards and the 
administration. 

A large part of your job as advisory council secretary will 
be to prepare accurately the minutes of all meetings. The min- 
utes, should b3 a summary report or record of the meeting — not a 
verbatim report of all discussion. Important comments {such as 
suggestions or .definite commitments) might be recorded and the 
speaker clearly identified in the minuses. Any recommendations 



made by :. he council should be s;ummarizod in the report and 
approved by the members. The nMnut(.'S of the mooting should 
include : 



• names of members present 



• names of school personnel and <rue-ists attending 



• date and place of meeting 



• time the meeting was called to order 



• summary of all reports 

• summary of discussions and agreements reached 

• date and place of the next meeting 

• time the meeting was adjourned 

Each person involved in a vocational advisory council has a 
responsibility to see that he/she does everything possible to 
make the council function ef feet i \'f^l y . Members will usually 
accept this responsibility if tauy fo<-L i hat they are appreciate* 
and their advice is needed and being usrd. The officers of the 
council, and the administrator in ^arti ,lar, have a responsi- 
bility to help these council i nb ^ rind to see that the council 
is' supported by the school- 




You may wish to read the following letter for infor- 
A mation on the role of the administrator and the advi- 

^ OiiiiMii.ii ^ sory committee or council members, and to learn some 
V Ariiviiy ■ methods of involving and supporting the members of 

the committee or council. You may then wish to meet 
with a group of peers who are also taking this module 
to discuss the reading an^ other methods for involving 
and supporting advi sory council members . 



EXTRACTED FROM ''NEWS FROM NATIONAL ADVISORY 

COUNCIL ON VOCATIONAL EDUCATION"^ 

July, 1974 
Author ; Samuel M. Burt 



Mr, Educator: 

I am pleased you have asked me to serve as an industry mem- 
ber of an advisory committee to our school system. I shall be 
delighted to accept your invitation — if you can assure me that. I 
will be involved in an activity which is going to make some 
worthwhile and important contribution to the education of our 
youths I want to be proud enough of this ccmmi,ttee ' s work so 
that I may brag a little to my family, friendo and associates 
that I was selected to participate — as you, yourself, stated-- 
"because of my reputation as an outstanding member" of the field 
in which 1 am earning my living, "as well as for my interest in 
and undei. s'tanding of the field of education." 

To support my ft-v-lings about the importance of my service, I 
would like to have a letter appointing me on the committee signed 
by the highest possible school official. The letter should 
include some biographical .information on the chairman and other 
members in the way of advice, assistance, cooperation, money and 
time. Please note that if you tell me the committee will meet 
orly two or three times a year; I will know that we really aren't 
going to do anything wortliwhile! 

On the other hand, if you seriously want help from the com- 
mittee to improve our educational system, I need to be sure that 
I will be provided, initially and on a continuing basis, with 
information concerning educational developments within the school 
system, as well as at the state and national levels; be invited 



'^Li?slio Cochrcin, I.. Allen F'liolp?'., and Joseph F..Skupin, Vcc a- 
t ional Educati on Advisory Comjui t toes . (Lansing, MI: State of 
Michigan Departmen:. of Education, 1974) pp. B-175~B-178. 
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occasionally to attend local, state and national conventions of 
educators (you will be surprised by how many I will attend nt my 
own or my company's expense); and that I will occasionally 
receive a special invitation to attend a school function, a board 
of education meeting, or a state board meeting. I would also 
like to be kept informed of special studies affecting the educa- 
tional program of my school system, and if possible, receive 
copies. 

In effect, what I am saying is that if you want me to advise 
you, I will feel much more comfortable if I know something about 
you and your environment. And while I am learning, hopefully I 
am becoming identified with you, the school, and the problems of 
the educational system. If you can get me to this point you can 
be assured of my active participation in the school program and 
on the committee. And beyond offering advice, I will actually 
cooperate with you to help you achieve your program goals. 

How? In every way possible! I would be glad to help. raise 
money for a scholarship fund; to help obtain needed school equip- 
ment on loan, as a gift, at special discount/ to contribute' 
exfjendable supplies, instructional and guidance materials; to 
provide work/study experiences; to employ graduates, to help 
counsel students; to assist teachers in enriching and expanding 
their instructional activities; and other services you may 
request. You name it! What I am really asking ^s that you, the 
professional educator, provide me, the interested layman, with 
counsel and leadership for my committee responsibilies . 

I know there* will be times when you will ask the committee 
for something you consider important that for some good reason we 
will not be able to provide. But we won't just be negative when 
this happens. We will tell you our problem and try to work 
things out wi : you. In the process, we will both learn more 
about industry and education, and together prove that industry- 
educatio^cooperation can be a viable way cf life for citizens 
and schocW people. 

Sometimes I might want to do too much and try to oet involved 
in administration. If I do, just point out that the best way I 
can help you is to give you advice and cooperation and leave the 
details of day-to-day school operations to you. In reality> I 
don't even have time to handle all my OWN day-to-day administra- 
tive problems, much less yours i But remember — as businessmen, we 
committee members are problem oriented and if you tell us about 
your problems we can help you with them, even if it takes time 
from our personal or business affairs. After all, we expected to 
spend time with you when we accepted service on the committ&e. 

I would like to be ..jlcomed in the school as a friend and 
supporter — not seen as a meddlosomc interloper. Naturally there 
are certain school rc^gulations which I should observe when visit- 
ing and you shoulc' make thorn clvar to me. But if I occasionally 
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drop in for a visit, cj i vc? me d few miiuitt*i:3 of your time. Your 
courtesy will be well repaid. J wouldn't come if I weren't 
interested! 

I would like to know what other schools and school systems 
are doing about the. problems you present to my committee- I want 
to feel there is some linkage between our school system and 
others in the area. I would like to know what the private 
schools are doing and what MDTA* educational and training pro- 
grams are available in the community • I want to understand the 
relationships which exist between these programs, the State 
Employment Service, "war-on-poyerllt^" programs, correctional 
institution training programs and any others that will be provid- 
ing manpower for industry. I want to know the whole picture, and 
even get a chance to visit these other educational programs. 
Perhaps our advisory committees ought to meet together once or 
twice a year. I want to know about these other programs so that 
I will not have the nagging feeling that I am being "used" to 
support one program in opposition to another. I want to feel 
that I am helping to improve ^'MY" school's contribution to the 
total community effort--as a taxpayer, as an employer and as an 
interested citizen concerned with and involved in improving edu- 
cational and manpower development programs in my community., 

I would like to meet, more than on a token once-a-year basis, 
with the students in the school or program my committee was orga- 
nized to serve. I ,'ant the students to know my committee exists* 
In the final analysis, our efforts are supposed to be directed at 
improving the education and training of studerts. I want them to 
tell me to what extent we are succeeding. As a. matter of fact, I 
would like to have each graduating class elect one of its members 
to serve as an ex-officio member on our committee to tell us, in 
the first year after graduating, how relevant school really is in 
terms of real jobs. 

would like some expression of appreciation for my volun- 
teered services and con tribut ions . If this committee is as 
important as you tell me it is, give it and its members some cm- 
Crete form of recognition. For example, if I donate a p^. .:ce of 
equipment, put my nameplate on it. Send me a framed certificate 
of appreciation for my services. Mold a special annual event to 
recognize the services of all advisory committee memberr . Include 
our names in tha school catelog and annual reports. We all like 
to see our names in print! Besides, when prospective students, 
their parents and others see that your programs, as described in 
the catalog, are receiving advice and assistance from industry 
people, the programs wil± gain in stature and prestige. In addi- 
tion, my com.pany and the industry I represent will be more than 
ever committed to support you. 



*Now referred to as CETA. 
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when you ask mo to attend a conunittee moc?ting, I want to 
know beforehand what will be on the agenda. I will want a brief 
background statement of the problems to be discussed and several 
possible approaches to the solution of each. Hive me at least 
two week's notice of the meetirTg date. Make it at: a convenient 
time and preferably at a school. And don't hesitate to remind me 
about it by letter or phone call. 

I want the meeting to be conducted informally and riot to get 
tied up in parliamentary rules of ord'-r. I will want the meeting 
to- be held within reasonable time limits. Don't let it drag- on 
and on. I am used to crisp, businesslike procedures. I will 
want something to happen as a result of the meeting. I will want 
to know, as soon after the meeting is over as possible, what did 
and will happen as a result of our advice and services. I don't 
want to be asked to attend a meeting to approve something after 
it has already happened. If I find out I am being used that way, 
.don't be surprised when I become your critic instead of your 
advisor! 

I know I am asking a great deal of you. But I am willing to 
give a great deal in return. And the more you get from the com- 
mittee, the better your program will be. The same is true for us, 
of course. AIL the committee members, as well as the industries 
we represent, will be benefitted by having a continuing source of 
qualified manpower available and by getting a good return from 
our educational tax dollars. All kinds of benefits will emerge 
if the > onunittee is effectively used. 

In the final analysis, this is exactly what I want — effec- 
tive utilization of my (expertise, my knowledge and my interest in 
serving one of the most important components of my community — my 
schools and their students. 

If you are prepared to tell me how, when and where, I will 
do my best to help you and will appreciate the chance to serve — 
particularly if you get me involved in an activity in which I 
have some special interest. This means, of course, you and I 
will have to discuss what my special interests are vl3-a-vis edu- 
cation and young , people . 

If you think I speak for myself alone, you are very much 
mistaken. Most in^dustry representatives who agree to serve on 
school advisory committees feel as l do. However, too often and 
in too many situations, their expectations have not materialized. 

Why? Because in our experience, we have found that too few 
educators and school administrators understand what motivates 
industry people to accept service on a school advisory committee. 
Or, if they do understand, they have not been able to provide the 
leadership, time and effort to offcctively utilize the committees. 
If you cannot provide the staff time needed to allow for the full 
range of interests and desires of your committee to serve tbe 
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school program, you will be better advised not to establish the 
cornmittee in the first place. A poorly used committee is worse 
than no committee at all-~you would find that you had created 
your own Frankenstein* Disgruntled members of poorly used com- 
mittees frequently become the most active critics of school offi- 
cials and public education,. 

Well, that seems to cover everything J had to say. It's up 
to you now to decide whether you w^nt me to serve on your commit- 
tee. I look forward to hearing from you. 

Sincerely , 



Signature 



^ ( )pl It U\ *\ 



You may wish to discuss the problems involved in, and 
the procedures for, maintaining a local vocational 
advisory council with an experienced school adminis- 
trator, or with an advisory council chairperson. In 
this discussion you could ask to see copies of agendas 
and annual programs of work, and discuss the areas of 
concern past councils have identified. 



V 



For information on advisory council activities, you 
may wish to read Hamlin, Citizen Participation in 
Local Policy Making for Public Educa tion, pp. 16-35, 



Ij^Artivitv 



You may wish to attend a regular meeting of a voca- 
tional advisory council to observe the procedures 
followed and the administrators role in the meeting, 
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The following four yituations arc closigned to check 
your comprehension of: the material in the information 
sheet , "Working with a Vocational Kducation Advisory 
Council/* pp. 37-'50. Each of the situations requires 
a short essay-type response. Please respond fully, 
but briefly. 



SELF-CHECK^ 



Situation No . 1 

This has been an excellent day for you. You received many 
compliments on the speech you delivered a few minutes r^gp to the 
regional meeting of local administrators. Two recently hired 
directors told you that the information you presented in your 
speech on organizing a local advisory council has inspired them 
to form councils at their schools. You are confident that the 
ideas you presented will work for them because the ideas helped 
you to organize a council at your schoc^l* You found out earlier 
today that the board of education authorized your advisory coun- 
cil and approved its charter. 

As you are preparing to go home, the vocational education 
director of a neighboring high school, Gregory Holt, stops to 
talk to you. "That was a good speech. Two bad you didn't tell 
those new administrators about maintaining a vocational advisory 
council. They wouldn't be so optimistic if they knew how much 
work that involves." 

Mr. Holt continues by telling you that an administrator 
never has enough time to keep an advisory council going. How can 
an administrator ever find enough time to plan the agendas for 
each meeting, conduct the meetings, and find things to do that 
will keep the council busy. This "friend" concludes his mono- 
logue by predicting that you wilT be lucky if you can find time 
to hold more than one advisory council meeting during the year. 

Of course, you do not attempt to change the opinions of your 
colleague at this point in time. However, you are thinking about 
what you might say if you gave another speech on working with an 



4 Adapted from Module A- 5, MainLain an Occupational Advisory Co m- 
mittee , from the Professional Teacher Education Module Series. 
(Athens , GA : The American Association for Vocational Instruc- 
tional Materials, 1977). 
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advisory council at the next regional mcetinq. If you qained 
permission to deliver this speech, what would you say rcqardinq: 

1, the leadership role of the administrator in working with a 
local vocational advispry council? 



2. procedures to follow in order to help the new advisory coun 
oil become relatively self-sufficient, thus lightening the 
administrator ' s role? 



Situation No . 2 

The day has finally arrived* Tonight the first meeting of 
your new vocational advisory council will be held. Outline the 
agenda you have prepared for their first meeting. 



^8 
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Situation No, 3 



Your first mooting was a success, and the members of the 
advisory council have decided to meet again in one month. Out- 
line an agenda for this second meeting* 



T 



Situation No, 4 

Officers have boon elected and the advisory council has been 
in operation successfully for three months. You are no longer in 
a leadership role, but you do have responsibilities to the coun- 
cil members. What are these responsibilities? 



r 




1 ' 
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Compare your written responses on the "Self-Check" 
with tho "Model Answers" given bolow. Your responses 
need not exactly duplicate the /model responses; how- 
ever, you should have covered the same major points. 



MODEL ANSWERS^ 



Situation No. 1 

1. The administrator will have many responsibilities during the 
initial phases of the establishment of a local vocational 
advisory council. The success or failure of the council 
will mainly be due to how well this person accepts and 
carries out these responsibilities. But, once the advisory 
council becomes operational, the administrator's level of 
involvement will be reduced. 

The administrator will need to assume the major leadership 
role for a newly appointed advisory council. The council 
members will need some time before they will feel comfort- 
able in their roles. The administrator will gradually 
transfer the major readership responsibilities to council 
members, as the council matures. This leadership^tfansf er 
process will allow the administrator to slowly shift into 
the role of helper, consultant, advisor, and communications 
link between the council and the school. 

2. You would probably say that the planning for the first two 
meetings and possibly the third is the responsibility of the 
administrator. This person will organize and chair these 
meetings. But the meetings will be conducted to set the 
stage for a gradual shifting of major responsibility for 
council operation to the council members. The careful orga- 
nizing done by the administrator for these meetings will 
allow him/her to help council members slowly assume leader- 

, ship responsibilities. 

The first step in shifting responsibility occurs during the 
first meeting. At this time, the administrator will appoint 
ati ad ho ■ comm.ittee to develop a set of rules (bylaws) for 
the operation of the advisory council. Once the rules of 
operation have been adopted, the council will be able to 
elect officers and will have guidelines to ensure continuing 
council operation. 



^Adapted from Module- A-5, Maintain an .Occupational Advisory Com - 
mittee , from the Professional Teacher, Education Module Series. 
(Athens, GA : The American Asnociatioh for Vocational Instruc- 
t- ional^Materials , 1977). 
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During the second meeting, tho^e rules will be submitted to 
the council for approval by tho. members. An ad hoc commit- 
tee will be appointed to boqin developliiq an annual proqram 
of work. The administrates wilT either ank the council mem- 
bers for nominations for offict^rs or will appoint an ad hoc 
committee to prepare a slate ol: candidates to be voted upon 
by the members at the next meotincj. 

If an ad hoc committee was appointed to elect officers; the 
administrator will chair the third meeting. But this will 
be his/her last meeting as chairperson because the council 
members will vote '^n the nominations- submitted by the ad hoc. 
committee. Additionally, the annual program of work will be. 
adopted and plans will be made to begin work on the first 
topic. PT6w there are elected officers who will assume the 
responsibility for the leadership of the council. And, the 
council has bylawn to follow and a program of work which 
will serve to guide the council officers as they plan future 
advisory counci 1 mcetinq.s . 

Situation No. 2 

Agenda for the First Meeting 

1. Introductions 

(It is very important that all members be formally intro-- 
duced. As chairperson, the administrator should assume this 
responsibility. During the introduction, the adhiinistrator 
should identify each member's position in the community and 
briefly state what qualifies him/her for membership on the 
counci 1. ) 

2. temarks from the president of the school board and the chief 
administrator of the school 

(These people can thank the members for accept positions 
on the advisory council and can tell them how they may help 
the school. They can clarify the reporting structure to the 
board and can briefly explain the charter and the statement 
of purposes • ) 

3. Explanation the advisory counci 1 concept 

(The vocational administrator can briefly describe the role 
of a local vocational advisory council and give examples of 
what other such councils have done.) 

4. Steps to be taken in establishing an operating structure 

/^^' 

(The vocational administrator can explain the need for a set 
of rules of operation and appoint an ad hoc committee to 
develop a s6t of bylaws to bo adopted at the next meeting. 
Sample rules, can be distributed.) 



5. Planning tho noxt moutinq 
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(The administrator should bo suro the council members sot a 
dat#, time, and place for tho next meeting. The administra- 
tor can remind members that the bylaws will be on the agenda 
and that they will heed to begin developing an annual pror 
gram of work.) 

6. Adjournment and refreshments 
Situation No. 3 

Agenda for the Second Meeting 

1 . Call to order 

(The vocational administrator is still the acting chairperson.) 

2. Roll call 

(By the temporary secretary.) 

3. Reading of the minutes of ^he first meeting ■» 
(By the temporary secretary.) 

4. Report of the ad hOQ coi^itteo for developing proposed bylaws 

(The vocational administrator should initiate an active dis- 
cussion of the proposed bylaws to ensure that all jnembers 
understand them. A formal vote should be taken to accept 
the proposed rules, or the rules as revised by the entire 
council during the discussion period.) 

5. Planning for,t'lie development of a program of work 

(The vocational ac ii i strator should lead a discussion to 
identify possibl- ,).iis of the coungil for the first year... 
An a.d hoc commitL._L' should be appointed to develop a program 
of work.) 

6. Council officers 

« 

(The vocational administrator may seek the election of offi- 
cers by using either one or two methods. An ad hoc commit- 
tee may be appointed to prepare- a slate of candidates for 
the positions; the officers will then be elected at the next 
meeting. The administrator may choose to ask council members 
for nominations and hold elections during this meeting.) 

l\ Identification of an area of cbncern to study 

(The vocational administrator should be prepared to suggest 
a topic for the council to begin examining. He/she should 

07 • . / 



have. a' 1 tho background itiform.jtion on thiH topic ready to 
present to the council.) 



8. Short presentation for council mombera a 

(It is Very important, especially durincj the first year of 
operation, for council members to bocomp famili,ar with tho 
spF^qol and with vocational education. Tho administrator 
should set aside a f ew^^^minutes to inform council members In 
these subjects so they\ill be better able to serve as advi- 
sors to the school and tho board. 

9. Plans for the noxt meotinq 

(The administrator should bo sure that the members of the 
council set a date, time, and place for the next meeting. 
The administrator may wish to remind mc^mbers of tho items on 
the next meeting agenda (e.q,, approve the annual program of 
work, continuation of- the study of the problem which the 
council chose as their first work topic.) 

Adjournment and refreshments 

(The administrator should make arrangements to meet with the 
ad hoc committee (s) 

' Situation No, 4 

While you are no longer in a leadership role, as the school 
respresentative to the advisory council, you still have major 
responsibilities to the local vocational advisory council. These 
responsibilities extend beyond your role as facilitator. You 
must make sure that appropriate action is taken on every recom- 
mendation made by the council. You must inform the council of ' 
the status of its recommendations and fully explain the board's, 
position if a suggestion is not approved. You should seek' advise 
from the council whenever it is appropriate, and provide all the 
backgrQund information needed to study a problem. You should 
involve members in school activities and provide opportunities 
for members to learn more about vocational education. You should 
also find suitable ways to thank council members for their ser- 
vices. These actions, supported by your genuine interest and 
concern for the members of tho advisory council , wi/Ll help to 
make the members feel appreciated and needed. And if they feel 
important, they will want to do all that they can to serve the 
school. 



0 

10. 



LEVEL OF PERFORMANCE : .Your completed "Self-Check" should have 
covered the same major points as the model responses. If you 
missed some points or have questions about any additional points 
you made, review the material in the information sheet, "Working 
with a Local Vocational Education Advisory Council pp. 37-50, 
or check with your resource prrson if necessary. .; 
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Loaming Experience 111 



OVERVIEW 




Gnvo,n c:asi' :s i tua t. Lons of adm i.n i s t ra tors organizing 
ami wDrkincj wihh local vocatLonnl oducation advi- 
sory (j( uTiu.' i 1 H , c'rLt:i(jU(^ the per f orinancGS .of those 
adrni n i st rat(>]>: . . . ' 




You will rt-adiiuj Liu? "Case S i. L ua Lions , " 

pp, (37-(.'H, .int! r i L i ijui ncj the porformancos of the 

adini li i t ra toi's dt/scr i bed . \ 




You will l)0 /aluatincj your comiDctoncy in cri-- 
tiquina- tht administrators* performances by com- 
parinq your complcjtod critiques witk the ''Model 
Cr L t Lqui'^s , pp: (rO-ll, 
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The following "Case Situations*' describe how four 
vocationai administrators approachL^l their responsi- 
bilitit^s in workincj with a- local vocational advisory 
council. Head oach of the situations described and 
then explain (1) the strengths of the administrator's 
approach, (2) the weaknesses of the administrator's 
approach, and (3) how the administrator should have 
treated his/her responsibilities* 



CASE SITUATIONS 




Mr- Monqovan, the new director of vocationai education at 
Val ' High School, decided that the school" needed the ser- 
viCi*:> of a Ioc;al vocational advisory council. Valley High 
School was sort^ly in need of community inpi: in order to 
make it.s vocational education program more relevant to the 
conmiunity's needs. Having made this decision, Mr. Mongovan 
looked through the files of the director he had replaced, 
and found an old advisory council charter and statement of 
purpose^? dated two years before. With the aid of these two 
documents and his knowledge of advisory councils, he pre- 
pared a charter and statement of purposes. He then wrote a 
letter asking the board for approval of the documents and 
authorization for tlui council; all three were then forwarded 
to the chairperson hf the board of education. Mr. Mongovan 
hoped the board members would be able to review them at the 
next, meeting and gijvo him a decision. 

i I 

Mr. Schantz had spe.nt most of the evening advising the ad 
hoc comnutteo appoilnted to develop an^ annual program of work 
for the vocational ladvisory council. The meeting had been 
vory succossful and'^ he was pleased with the topics the com- 
mitt^^e had chosen. \ These topics included conducting a man- 
power needs survc^y , \helping to plan the student placement 
program, evaluating \the performance of Ihe distributive 
education tiMChers, ^vvaluating the school's one and five 
year jjlans, and ovaluViting the need, for an adult education^ 



program , 



\ 



\ 



Today is t.hr- thir(] meeting oi ^ e local vocational advisory 
counc,! 1 . Ms. Morris looki. ^ forward to this meeting 
because it will be the tirst meeting to be lead by the 
nowly i appointv'd chairpeAson. Ms. Morris mentally checks off 
all the things that she Vind the chairperson did to prepare 
for this mooting. The ir\ planning included reminding mem.bers 
of thd meeting through a letter sent out two weeks ago and a 
phone icall yesterday, resl^rving the meeting room and check- 
ing onl the room arrangemoi\ ts , meeting with the ad hoc com- 
mittee, to develop a program of work, ordering refreshments 
from the school caf eter ia , \ and discussing the agenda for the 



meeting to be heLd toniqiit. IMi f or tuna to ly , tho topir: that 
was selected by tho council m(M'ibers for vovicw toniMht i r* 
school-community public rcloLions. Mr. iToncs, tlic school 
public relations officer, is unable to make the meetinq* 
Ms • Morris hop^vs the counci.l will be i formc^d on thin sub- 
ject and will bc^ abl(^ to discuss tiie t.c)[>ic without in'put 
from him. 

Ms. Hamm was very disillusioned with the local vocational 
advisory council she had orqauized. The m(^mbers seemed very 
apathetic about tlieir roles and only about fialf of the mem- 
bers had attended the couiun .1 meet.i. nq toniqht . Shi: had 
tried to identify the problem, but still had no idea what it 
might be. As sfi(^ was rt^nching for a cookit^ during the 
refreshm.cnt period after the meetinq, slie overheard the fol- 
low iruj conversation bt^tween two couujil members. 

"Mike, do you know what happened to our recommenda- 
tions for r .s tabl i shi ng a new program' in the health 
occupations? Ms. Ilamm was supposed to qive them to the 
board about three months ago." 

"Yeah, Al , a friend of mine who serves on the board 
told me they were approved last month. ' The only 
problem w^as that they werc^n't the recommendations we 
gave to Ms. liamm. Ms. Ilainm made some revisions after 
we made our rt 'commenda t ions . " ^7 
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Corpart? your com;jit.aed writLoii critiques of the "Case 
Situations" with the "Model Critiques" given below. 
Your rosqjonses need .lot exactly duplicate the model 
responses; however, you should have covered the same 
major [joints. 



MODEL CRITIQUES 



Mr. Mongovan was basically headed in the right direction 
when he decided to form a local vocational advisory council, 
Ik^ made this decision because he had seen a real need for 
the services of the council. Since he had determined that 
community input was needed to update the vocational program, 
we can probably conclude that he had gathered evidence to 
support this decision. Ho did not make a snap judgment. 

Mr* Mongovan ■ correct when he wrote a charter, statement 
of [ urposes, c, i a cover letter. These documents should 
have been prepared and forwarded to the board so that the 
members could make a decision based upon the information 
contaLned in them. He also showed good judgment in mailing 
the documents well before the next board meeting. By mail- 
ii.j the papers early, he allowed the chairperson of the board 
ample time to include authorization of the vocational advi- 
sory council on the board's agenda. 

Mr. Monqovan did many things right, but he did make a seri- 
ous error. lie coir,p!etely bypassed the school administration. 
Immediately after he had decided the school needed an advi- 
sory council, he should have spoken to the superintendent 
aiid the school principal about his plans. Mr. Mongovan 
ntu^ded top administrative approval and support before he 
at tempted to form an advisory council . He also needed the 
superintendent's signatu.c^ on the statement of purposes. 
This signature ^^epresents top administrative approval of the 
council and is leeded before the board will approve the for- 
mation of an idvisory council. 

If Mr. Mongovan liad spoken to other administrators in the 
school he miijht tuive found out that the school already had 
an advisory council. He should have considered this possi- 
bility, especially after he found the old charter and state- 
ment of puri)Oses in the previous director's files. He never 
should ha-.ve attempted to form a new local vocational advi- 
sory counc: ^ without first determining if another council 
existed. 

Mr. Schantz. was accepting his responsibility as school repre- 
.:ientative to the advisory council by attending the ad hoc 
committee meeting. Howev<*r, he certainly did not do a. very 
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good job of advising the ad hoc conimittce. An advisory count 
.cil should never be involved in th<^ Vciluat ioii of teachers • 
It is completely ou*: of the re-ilm of authority given to an 
advisory council ^nd is solely the responsibility of the 
school administration. Mr. ficliantz needs to "get on the 
ball" and prevent the advisory council from getting into 
areas where it has no authority or responsibility. 

MS, Morris appeal's to be interested in, and supportive of, 
the advisory council. She organized the council very well 
because off:cer5^ have already teen elected and council mem- 
bers are assuming responsibility for the operation of the 
council. She helped thc^ council identify the first work 
topic arid an ad hoc conimi ttee was formr^d to develop an 
ar.nual program of work- There is a good possibility' that 
this council will be of great service to the school, 

Ms, Morris seeiris to be quickly slipping into her role as 
facilitator to the advisory council. She helped the chair- 
person plan the agenda and together they took the necessary 
steps to ensure the success of the next meeting. She pro- 
vided guidance to' the ad hoc committee and attempted to have 
the school public relations officer present at the meeting 
to help with the first work topic. 

Ms. Morris did many things right, however, she did make some 
mistakes that should not have been made. The planning for 
the next advisory council meeting did not include mailing an 
agenda to cou: il members two weeks before the meeting. 
These people :.tiould have received an agenda so they could 
adequately prepare for the meet'ng. The chief school admin- 
istrator and the school board should have received a copy 
also. 

When Ms. Morris found out that the public relations officer 
could not attc^nd the council meeting, she should have taken 
some action. It is very possible that council • members would 
need this background information before they could begin to 
study the proposed topic. Ms. Morris should have postponed 
the meeting, or she should have obtained the background 
information that was needed for the council's study. 

It should be mentioned that the failure of the public rela- 
tions of\ficer t^o attend the meeting might have been the 
re-sult or poor planning on the part of Ms. Morris. It could 
very well be that he could not attend because she did not 
give him enough notice. She should have contacted him iinme- 
diately after deciding that he could help council members by 
addressing the group at the meeting. 

It looks like the only thing that Ms. Hamm did right in this 
situation was to provide for a refreshment period. She 
demonstrated an amazing lack of consideration for the 




advisory council member.s and, therc^fore, i-t is not surprising 
that they soomed to bo apathetic. Her responsibility to the 
advisory coumcm I included keeping the council continually 
updated as to the status of its recommendations. Ms. Hamm ^' 
apparently did not provide any feedback to the council. She 
also made a serious error when she failed to accurately 
report the recoitimendat ions made by the council. As the 
school representative and an ex officio council member, she 
had no authority to alter any suggestions made by the coun- 
cil, if Ms. i\arm\ felt that the council had made an error in 
its recomrnei\dat ions', she should have asked the members to 
reconsider their suggestions. If they refused, the recom- 
mendations should have been submitted as the council origi- 
nally decided . 



LEVEL OF PKRrOHMANCI': : Your completed written critiques of the 
^*Case Si tuations"""should have cos/ered the same major points as 
the model responses. If you missed some points or have questions 
about any additional points you made, review the material in the 
information sheets or check with your resource person if neces- 
sary. 
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Learning Experience IV 



FINAL EXPERIENCE 




Wh i It' work i tig in an actual administrative situa- 
tion, organ i^'^.o and work with a local vocational 
tKlucat i on advi sory counc i 1 . 




As you fulfill your 
(or ri.foy ran i ze) / and work with 
sory cour.J.il. . This will includes 



.idminist:rati vo duties, orqani'^^e 
a voca t i onal advi^ 



• di' tfM^rn i ning whotlier an advisory council 

a 1 ready exists in your school , and if one does 
exist, determining Its status (e.g., is it 
opt^rational ) 

• developing a written plan outlining the orga- 

. n i '/at ioucil steps you plan to take to establish 
a council (or reorganize an existing one) 



• suljmitting this plan to your resource person 
for- his/her review before you take any further 

r> t, < *ps 

« obtaining [)erinission from appropriate school 
officials to organize a vocational advisory 
council (if a committee dilready exists, deter- 
mine and assess the procedures followed in 
organi xi ng the counc i 1 and , i f necessary , 
reorcfanize tlie council to correct any defi- 
c i o n c i s ) 

• imi) lenuMit I ng your plans to organize (or roor^ 
ganize) l)u advir.ory council 



c o n 1 1 n uvd 
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FINAL EXPERT ENCE c/on/ i niuui 



• planniiuj and conductinq the initial Pieetincjs 
of thi^ advisory (rouncil and' actincj as school 
rc^prc^sontai: i ve oiico Lhi^ c^r)uncil is opcj rat if:)nal 

• ensurintj con.Li nuincj comini'nic:a t i on between the 
counei 1 and the school board 

NOTr:) : As you conii)lc»t(^ each of the- .-bove activi- 
tic»s^ document your .ictions (in writincj, on t.ipc^, 
tihroucjh a \<d\\) fc;r assessment purposes. 

In you]' sclioo] sihuatio' i.t mhy not: be api:)ropr la tc; ' 
for you Lo assume riia jor rf»spons ibi 1 i ty for c^rwa - 
nlxinf] and workiiKj wiMi a vocu t i (.")na 1 advisory cour\- 
cil. If this i .s t h(^ easc^, obt.iin pi^rmission t:o 
a ss i. s t o t }u.^ r in I. u .1 f i 11 i fki t fl^•sc^ t.i sks • 




Arrange in advance to have your resource person 
review your in)m}>hvt:cul documon tr.! t i on and observe 
at Uv\sL oru^ instance in which you n re workinq with 
membi^rs o an jdv i sory counci 1 . 

Your tot^al conipiM (Micy will be assessed by your 
re.sourcM^ person, using thr^ " Adin i i s Lra tor Perfor- 
man(M' Ar^. \s t^mk mi t T'cj rin pp. 7^)-'7H., Based upon t:lie 
cr i t.er i a spcM' i f i ed i n this ass<\ssmen t instrument , 
your rcKSourcv* [;ers(^n will determine whether you urn 
competcMit i n or(fan i zi tig and workincj with o local 
voca t i ona 1 echica I i on adv i. sory counc i 1 . 




EKLC 
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Name 
Date 



Resource Person 




Rate the administrator's level of performance on each 
of the following performance components involved in 
organizing and working with a local vocational advi- 
sory council. Indicate the level of the admin. sLra- 
tor's accomplishment by placing an X in the appro- 
priate column under the LEVEL OF PERFORMANCE heading. 
I f f because of special c ircumstances , a performance 
component was not applicable , or impossible to exe- 
cute , place an X in the N/A column. 



ADMINISTRATOR PERFORMANCE ASSESSMENT FORM 

Organize .*^.nd Work w±th a Local 
Vocational Education Advisory Council 



In org a nizing a vocational advisory council 

1. the support and approval of the chief 
school administrator and any other top 
school administrators were obtained. . . 

2. the procedures to be followed when 
submitting a request to the board were 
determined. 

3. the school file v/as checked and other 
adnunistrators were consul ted to dis- 
cover the history and status of advi- 
sory councils in the school 

4. steps were taken to react j\/ate or 
dissolve a previously formed advisory 
council w 



LEVEL OP PERFORMANCE 



V/N 


NONJ; 


POOR 


FAIR 


GOOD 

1 


EXCELLENT 1 



















































ERIC 
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5. a written statement of purpcses vas 
prepared which met the following 
criteria: 

a, the statement was clear and 


<: 


NONE 


POOR 1 


FAIR • 


GOOD 


EXCELLENT 














b the statement could be used by the 
board as a formal .authorization 














c. the statement ensured that the 

council would not trespass oti the 

y~ <rl ' ^ m -I 














d. the statement defined the function 
and purpose of the council 








i 






e. the statement was signed by the 
administrator, the chief adminis- 
trator, and the board chairperson.. 

6. a charter was prepared which meets 
the following criteria: 

a. the '.charter was clearly written.... 

b. the charter defined how the mem- 
bers would be selected^ criteria 
for selection to the council, size 
of the council, and procedure for 
appointing and replacing members... 

c. the charter presented guidelines 
for council operation 


















































d» the charter defined the responsi- 
oilities of the council in making 
reports to the board..... 






r "- 








7. written request to organize the coun- 
cil, a charter, and a statement of 
purposes was submitted through proper 








/ • 






8. boa>''-'^ permission to organize the coun- 
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9. a letter of appointment to each council 
member, with board approval and the 
chairperson's or the superintei>dent ' s 
signature was prepared and mailed 

10, *a news release to announce? the forma- 

'tion of a local vocational advisory 
council wa5 prepared 

In .planning and conducting the initial 
meetings of the advisory council : 

11. " appropriate agendas for the initial 

meetings were planned 

1^. invitations, agendas, and necessary 
^information were mailed two weeks 
before the" meetings to members, ex 
officio members, and guests 

13. the administrator served as temporary 
chairperson for the initial meetings.... 

14. the council was guided in developing 
and adopting a set of bylaws 

15. the council was guided in electing 

of f icers. speci f led in the bylaws... 

16. the council was given bacKground infor- 
mation on vocational education and the 
school 

17. the council was assisted in developing 
the annual program or work . . • . 

18. leadarship was gradually transferred to 
the council members 

After One advisory council was operational , 
th e administrator : 

19. met. with the cliair^orson before each 
meeting to help plan the .igenda 

20. acted as school represent.) tive on the 
counci 1 - 
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• 

21. involved council meribors in school 


N/A 


NONE 


POOR 


FAIR 


GOOD 


EXCELLENT 














22. kept council members informed regarding 
the status of their suggestions 1 















LEVEL OF PERFORMANCE : All itefns must receive N/A, GOOD, or EXCEL- 
LENT re.sponses.. If any item receives a NONE, POOR, or FAIR 
respCiise, the administrator and the resource person should meet 
to determine what additional activities the administrator needs 
to complete in order to reach competency in the weak area{s). 



\ 



\ 



\ 
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